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DISTRICT OFFICE MANUAL 
PART I. 
Preliminary Note. 


This Manual is intended primarily for use in the offices of Collector 
in the ‘ Correspondence Branch ”., It is also intended for use—nutasis 
mutandis—in other Revenue offices, namely, in the offices of Treasury 
Deputy Collector, Divisional Officers, Tahsidars and Deputy Tahsildars. 
To adapt the Manual for use in these offices all that is necessary is an 
Office Order indicating who should perform certain of the functions 
assigned in the Manual to specified officials. Thus the functions of 
the Collector will obviously be performed by the head of the office, 
whether he be Treasury Deputy Collector, Divisional Officer, Tahsildar 
or Deputy Tahsildar. Those of the Sarishtadar will be performed 
in a small office by the Head Clerk, and in a Taluk Office mainly or 
wholly by the Headquarters Deputy Tahsildar. Any Collector who 
has a Personal Assistant must lay down clearly what the functions of 
that officer should be. Where it is laid down in this Manual that any 
function should be performed by the Collector the latter officer may 
of course delegate it to his Personal Assistant. The term “ Personal 
Assistant” includes a Treasury Deputy Collector, where there is no 
Personal Assistant so designated. | 


I, Introductory. 


A copy of this book will be supplied to every member of the esta- 
blishment and he must make himself thoroughly conversant with the 
rules contained in it. The plea of ignorance will never be accepted 
as an excuse for disobeying them. The head of each section must see 
that every clerk in his section knows and understands the rules, keeps 
his copy of them corrected up-to-date and hands it over to his successor 
on leaving the office. 


YW, Attendance. 


2. Hours of attendance—All members of the establishment are 
expected to attend the office from 10-30 a.m. to 5 p.m. on all week days 
except recognized holidays. Heads of sections must set an example 
to others by themselves attending office punctually. An interval of 
half an hour between 1 and 2 p.m, will be allowed for tiffin or lunch 3 
but clerks may leave their seats for tiffin or lunch by turns, after making 
suitable arrangements and they should not all leave at the same time, - 
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The observarce of the office hours referred to above should be 
rigorously insisted on and attendance outside the prescribed office hours 
should not be accepted as substitution or excuse, 


Such of the Hindu members of the staff who have actually to pet- 
form religious rites on New Moon days may attend office one hour 
late on these days. On Fridays, such of those Muslim members of 
the staff who actually go to the mosque to say their jumma prayers 
will be allowed to be absent from duty between 1 and 2 p.m. Muslim 
members of the staff who actually observe the Ramzan fast may be 
permitted to leave office at 4-30 p.m. daily during the month of Ramzan 
to enable them to reach their homes in time and break the Ramzan fast 
in accordance with their religious custom, subject to the condition that 
heads of offices may require any such Muslim member of the staff whose 
Services are essentially required for any specially urgent work on any 
day to staff on beyond 4-30 p.m. ** Sha 


On festival and religious occasions listed below members of the 
staff who have actua'ly to perform the religious ceremonies or attend 
the festivals may on application code to that effect, be permitted to 
attend office last in the moraings or to leave office early in the evenings 
(as the case may de) by not more than 14 hours on these days:— 


Hindus. : Christians, Muslims, - 

4, Karthigai Deepam 1, Ash Wednesday Bakrid eve: 
2, Lunar eclipse . 2. Maundy Thursday | 
3. Solar eclipse 3. Cnristmas eve 
4, Aruvathu Moovar festival 4. The day p.eceding 

at Mylapore. Raster, 
3. The day preceding Deepa- 5. Eve of New Year 

vali. 6. All Souls Day 


6. Gayathri Japam 
7. Masi Magam _ 
8. Sri Rama Navarni 


[G.O, Ms. No. 328, Public (Services-A), dated 17th February 1969] 
(BP. Pe:m, No. 224/69, dated 13th March 1969.) . 


3. Attendance register—An attendance register in the prescribed 
form will be kept in the custody of the Sarishtadar, Clerks must initial 
it as soon as they come to office. It will be closed 10 minutes after the 
office opens, and will be Jaid before the Sarishtadar with the casual 
leave and the late attendance report. 


4. Late attendance.—If any clerk does not attend office punctually, 
the word “late” will be entered against his name in the column for 
that date ; if he comes later on, the hour at which he arrives should be 
entered by the Sarishtadar. On the first of each month the attendance 
register will be submitted to the Collector. Forfeiture of a day’s casual 
jeave will ordinarily be the penalty for every two days late attendance 
without permission. * ee ar ago ae 


- ATTENDANCE ~~ 3 


Clerks requiring permission to attend late must apply ‘for it before- 
hand whenever possible. Any day on which a clerk attends office after. 
1 .O’clock whether with or without permission, will be treated as casual. 
leave. : aod c fs 

8, Work out of office hours and on holidays.—Clerks are on no account 
to take papers out of the office in order ‘to work at home ; and work 
before or after office hours and especially by artificial light is to be 
reduced to a minimum. As a general rule, work on Sundays and other 
holidays is prohibited, and no papers. must be submitted to the Collector 
on these days except really urgent papers. As far as possible returns 

_due-on a Sundays or other holiday will be submitted on the day before 
such Sunday or holiday. In submitting papers to the Collector on 
such days the Sarishtadar must exercise the utmost discretion. 
- -6, Urgent work on holidays.—Proper arrangements will be made for 
the disposal of urgent work on holidays. Heads of branches may mak¢ 
their own arrangements in regard to this, but no-clerk must be required. 
to attend office on any holiday without adequate reason. For the 
Christmas and Easter holidays regular “Turn lists” (showing which 
clerks have to attend each day) must be drawn up. Care should be 
taken to distribute this work fairly, and if possible no single clerk should 
be required to-attend office on more than one or two days. during these 
holidays. bite ges” Be a ak, 27 


7. Casual leave.—Casual leave’ will be granted under such rules: and 
conditions as are laid down in paragraph 5 of B.S.O. No. 131. It will 
not.be granted on vague and general grounds. such as for “ urgent private 
affiairs ’ or for “‘a certain ceremony”. The purpdse for which leave 
is required must be stated definitely, but clerks should abstain from giving 
‘unsavoury medical particulars.’ Applications for leave (including exten- 
sions of leave) must be made, and orders on them obtained, before 
the leave is taken or the applicant~is due to join duty. Absence in 
anticipation of sanction will only be condoned if the necessity for the 
leave or extension could not have been foreseen. Insuch cases the 
nature of the rule will do so at their peril. . When a clerk goes on cesua] 
leave he must sudden emergency must be definitely stated. Clerks 
disregarding this section. Applications from the Sat ishtadzr.and heads. 
of sections and he invariably hand over any office keys in his custody 
to the head of his Collector’s camp clerks, and from peons on duty with 
the Coilector, will be submitted through the Treasury Deputy Collector 
‘to the Collector. Applications from peons must: also. ‘pass through 
the daffadar, who will endorse on the application whether the appli- 
cant can be spared. The Treasury Deputy Collector will note. on 
‘applications whether the applicant is eligible for the leave... The appli- 
cations of:clerks in‘the Sarishtadar’s section will be submitted. to the 
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Sarishtadar, who will dispose of them after ascertaining whether the 
applicants are eligible for the leave. All other applications will be 
submitted to and ‘disposed of by the Treasury Deputy Collector. It 
is of course open to any Collector to modify these arrangements as he 


may see fit. 


8. Absence due to infectious disease. Whenever a case of cholera, 
small-pox or other infectious disease occurs at the dwelling of any clerk 
or peon, he must report the fact at once to the Sarishtadar by a verbal] 
message—not in writing (as the written report might convey infection) 
_ send the Sarishtadar his keys and stay away from duty until further 
orders. The Sarishtadar will report such cases to the Collector and 
obtain his orders. In cases where no substitute is appointed and no 
extra cost to Government is involved, such cbsence will be treated as 
casual leave, but will not count against the maximum period of such 
leave admissible. If, however, a substitute is necessary, ordinary leave 
debitable to the leave account of the Government servant should be 
granted. pisregard of this rule will be severely viewed, as imperilling 
the health of other members of the staff. 


II, General discipline, etc. 


9. General.—While in office, all members of the establishment must 
behave in a quite and dignified manner. They must address other 
members of the establishment courteously. They must attend to their 
work and not waste their time. They must try to maintain perfect 
silence, and if they have occasion to talk, they must do in a low voice 
so as not to disturb others. They are particularly warned against the 
heinous offence of divulging to outsiders or to other members of the 
establishment any information (whether expressly marked confidential 
or not) that may have come to their knowledge in their official capacity. 
If any vakil, petitioner or other private perso n applies to them for any 
such information, they will refer him politely to the Sarishtadar. They 
must of course not accept any presents Or remunerations from any 
visitor , party or other person resorting to the office on business, nor 
lay themselves under obligation to such persons in any other way. They 
must not have iecourse to anonymous petitions or letters in order to 
ventilate their grievances or supposed grievances. If any member of 
the office establishment thinks that he has any grievance, he may rep- 
resent it to the Collector in person. The Collector will be prepared to 
receive visitors who wishto see him on official matters on any office day 
during office hours ; but if clerks and others wish to make representa- 
tions about their claims to promotion an d such matters, it is more 
convenient that they should do so in writing, when their contentions 
can be examined at leisure with reference to the records. Long-winded 
verbal representations are apt rather to confuse and itritate the officer 
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addresses (who is unlikely to be able to remember all the circumstances. 
of the case or to discuss it without records) than to benefit the person 
addressing him. 


10. Tidiness and cleanliness of the office —A waste-paper box must 
be kept within a convenient distance of every member of the staff. 
Waste paper must be thrown into these and not onthe floor. Stationery 
and records must be put away tidily in the clerks almirahs, and not left 
lying on tables and on the tops cf almirahs exposed to dust. All rubbish 
and obsolete forms or publications must be cleared away, not left to 
- litter the office. The office and the Collector’s rooms must be properly 
swept and dusted daily. The daffadar is responsible for seeing that 
this is done and neglect on his part in this respect will be severely 
punished. He must be at the office not later than 10-30 a.m. on every 
office day foi this purpose. 


LV. Organization of Office. 


11. Sections.—The first step to be taken in order to introduce “ Mr. 
Tottanham’s System ” into any office is to divide the officer into conventent 
sections, and to draw up a clerk distributicn list showing end the subjects 
dealt with by cach clerk. To each sectiona section letter will be assigned 
and to each group of subjects dealt with by a clerk, a number will be 
allotted. A fair-copying and despatching section must also be organized 
under a competent superintendent. 


12. The Sarishtadar—(i) The Sarishtadar will exercise in general 
the sections, the head of each section, the clerks composing each section 
supervision over the whole c ffice bothin regard to the despatch of busi- 
ness and in regard to discipline. The Collector will lav down definitely 
what officers may submit pzpers to him direct. Subject to such orders 
all papers dealt within the Correspondence Branch must pass to the 
Ccllector through the Sarishtader. Even those officers who have been 
authorized to submit papers direct as a generelrule must submit papers 
of specialimpcrtance or difficulty through the Sarishtader. Such officer's 
must not be ragarded as in any sense incependent of the Sarishtadar 
nor can he disclaim responsibility in 1egard to their work or that of 
the clerks working under them. He must keep in touch with the work 
in all sections of the Correspondence Branch, make himself conversant 
With the more important files pending in each section, and see that they 
in particular ate not delayed. 


(ii) He must periodically inspect the personal registers, and 
see that they are punctually, neatly and properly maintained, 
He must also see that heads of sections do the same so far as 
their respective sections are concerned. The Serishtadar must 
check any tendency to delay and bring to the Collectet’s notice 
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any serious delay or’ other irregularity and any indication that 
any members of the establishment Js obviously unsuited for his 
work. If a serious delay or other irregularity comes to light it 
is net a sufficient excuse for the Sarishtadar to say that he 
repeatedly warned the  offender,or “‘urged him to deal promptly” 
with the file that has been delayed. It is the Sarishtadar’s duty to report 
such matters to the Collector as soonas he finds that his own admonitions 
are not. proving effective. Should he fail to do so he cannot be held to 
have discharged his responsibility. 


- (tii) The Sarishtadar must watch in-coming reminders—especially- 
those received from the Board and Government—and look into the 
cause of the delays that have evoked them. He must advise the other 
ministerial officers on difficult or intricate questions, should they seek 
or need his advance, and he is at liberty to note on any file should he 
consider it necessary to do so. 


_ (iv) His responsibility extends to the fair copying and despatching 
section: Hé thust examine the. fair-copying and despatch register av 
frequent iniérvals ind see tpat it is regularly and properly written up, 
and that there 1s ne delay in this branch of the work. He will also from - 
tiffie to time examine the distribution register, and sce that the clerks 
invariably and promptly acknowledge papers entered in it, and enter 
the personal register’ numbers against them. He will also check the 
balance of stamps et intervals and see that the stamp account is properly - 
maintained. It is his duty to see that the rules in this Manual and all 


office orders are strictly obeyed. 


_- 13. Heads of sections.—_These officers have similar responsibilities in | 
regard to thir resp2ctive sections, andthe workofthe clerks subordinate: 
to them, to ‘hose imposed on the Sarishtadar in regard to the office as a 
whole, but naturally their responsibility is even greater.’ 


V. The office system— General outline. 


14, Introductory.—The term “office system” is here used to mean 
mainly.the arrangements in regard to “‘routine work” j.¢., to such 
branches of work as the opening registering, indexing, fair-copying 
and despatching of correspondence, the receipt of papers into the record 
room their arrangement there, their issue from there when required for 
reference, their destruction when no longer required and'so on. The 
office system described is the “‘ Tottenham System” which is a simplified © 
and improved form of. Dr. Maclean’s “ pispcsal Number System”. The 
main points which it differs from the latter are that there is no disposay 
number “or disposal register, but papers are arranged after disposa] 


~ 
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according to their “Current” number; the current register is also 
dispensed -with and only personal registers are maintained, the index 
is written in duplicate, on slips which are filed on the loose-leaf system’ 
(fora note on the slip-index and its advantages as compared with the 
card-index, see Appendix E); there is no despatch register, though 
the fair-copying register (the function of whichis different from that 
which the old despatch register was supposed to fulfil) shows, among 
other things, the date of despatch. oe Se 


~ 15. Unauthorised registers —The registers to- be maintained are 
spécified in the following puragraphs. Except where a contrary is stated 
all the registers prescribed by the disposal number system are to be 
abolished. Heads of offices are on no account to retain or reintroduce 
any of the old registers—or to introduce new registers cr returns of any: 
kind without the sanction of the Board or Government. Any registers. 
or returns now existing in any office which have not been prescribed 
by the Board or Government are to be abolished forthwith. This pro- 
hibition applies equally to arrear list and the hke. 


16: Registers maintained.—The following registers are maintained : 
(I) Distribution Register (Form I, Appendix B).—This register should 
be maintained separately fcr each section. The serial numbersin column 
(1) of the register should be printed. All papers received in tappal 
should be entered in this register. fe ae a 


- 77. The Collector and Personal Assistant, after perusing the tappals 
should send them to the Huzur Sarishtadar. The la‘ter should sort 
out the paper's of each sectioninto separate bundies and send each bundle 
to the section head concerned. He should sort out the papers clerk-wise 
and have them numbered with an automatic numbering machine, in 
such a way that each clerk has a consecutive series of numbers. Below 
the last number given to the day’s tappal, the section head concerned 
should invariably affix hisinitials withdate. Incolumn(2) of the distri- 
bution register should be indicated briefly the mature of- the. 
enclosures; if any (e.g., two volumes of service register, “one personal 
file”, “two maps”, etc.) The papers should then be handed over 
to. the clerks concerned, who should draw a _ bracket... against 
the numbers of their papers and put ‘their initials. in column (3) 
in token of having reccived their papers: Any’ stray ‘numbers 
relating to the papers of a clerk should also. be..initialicd by him. If 
the distribution register number is used also aS a current number in 
respect of papers d-alt wiih in the personal registcrs, more than one 
file in the office may bear the same current number resulting in confusion. 
The new case register will, therefore continue to be. maintained for the. 
whole office, and in respect of new cases to be deali with in the ‘personal. 
registers the clerk willobtain new case numbersin one series for the whole 
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office. -In- respect of such pap-rs, the current numbers in the personal 
register should be =ntered in column (4) of the distribution register 
and the entzics in che disiribution register should be. ringed off. In 
respect of periodicals and papers to be enter. d in special registers, such 
as gun licence renewal regisicr, the number of the periodical or the serial 
number. of the case in the special regis:ers, as the case may be, should 
be entered in colunin (4) of the distribution register and the entries in 
the register should be ringed off. In he case of Government Orders 
and Board’s Proce dings on which no specific action is necessary and 
similar pap:rs for which “record files” ar. kept, the number of the 
“record file.” in which they should be filed should be got approved by 
the competent authority and noted in column (4) of the distribution 
register; the papers should then be handed over to the record-keeper 
under his acRnowledgment in column(5) of the register and the entries 
inthe register should be ring:d off. Inthe case of “L. Dis, P. (Distr.)” 
and “N, Dis. P. (Distr.)” disposals, the nature of disposal should be 
entered in column (4) of the distribution register. “L, Dis. P. (Distr.)” 
disposal should be handed over to the record-ke: per under his acknow- 
Jledgment in column (5) of the register and in respec: of “N. Dist. P. 
(Distr.)” disposals, the concerned clirR should indicate the subject- 
matter bricfly in that register. However, in resprct of papers dealt 
with in some other registers (e.g., the periodical register or a special 
register), it vill gin: rally be more conve nicnt to taKe the rccord-Reepers 
acknowlsdg:nent in thai regis-er rather ‘han in the distribution register. 
With regard ‘o the porsonal register, the clerR should get the acknowledg- 
ment of the Superin‘endent, Fair-Copying Section, in the last column 
of that register as laid down in paragrapn 72 and the Superintendent 
in turn should obtein the record-Reeper’s acknowledgment in the last 
column of te new 2ase. Register when the disposals are handed ovet 
to the record-Reeper, On no account is a Scparaie register to be main- 
tained of all comm tnications received by regis‘ered post. It does not 
follow that because a man thinks fit tos: nda Communication by regis- 
tered post it is of any importance and it will b: entered only inthe distri- 
bution regiser. ‘‘ Valuables”, i.e., cash, notes, etc,, having an actual 
monetary value, will be entered in the usual s* curity register. Copy stamp 
papers will be enter :d in the copy application register, Valuables and 
copy stamps should not be entered in the distribution register. 


bs Novs,—The distribution register relating tothe previous calendar year should 
be sent to the records and the acknowledgment of tne record-keeper obtained on 
the first page of the new register. 


(B.P. Perm. No. 589, dated 4th July 1969.) 


Nors—“Numbers in theDistribution Re gister” relating to the previous 
calendar year and which remain unring¢ d of as on Ist April of the current 
year, will be entered in the pages at the commencement of the volumes 
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ot the new ycar. For this purpose, a few pages of the Distribution 
Register will be left blank at the commencement of the calendar ycar. 
After the pending numbers of the previous year have thus been carried 
over to the New Register, the old volumes should be sent to the records 
and the acRnowledgment of the Record-kceper obtained on the first 
page of the new Register. 


(G.O. Ms. No. 1170, Public Services-A) 
(B.P. Perm No. 595, dated 6th June 1966 (K), dated 20th April 1966.) 


18. Concelled. 
19, Cancelled. 


20. (2) Personal registers.—Each clerk will maintain a personal 
register. After this is done the columrs of the previous year should be 
sent to the records before the 15th April acknowledgment of the record- 
Keeper obtained on the first paragraph of the first volume of the new 
year. Form Hl, Appendix B (Cf. paragraph 11 abow;—last sentence but 
one). There will be one set of current numbers for allthe sections (see 
paragraph 21) below new cas# register. A number is assigned as stated 
above to each clerk and this clerR’s number must be marked on all notes, 
drafts and references, after the Section Letter (paragraph 11 
above) thus—‘“‘No. A1-2260-20 ”, where “ A” isthe Section Letter 
“1° the clerk’s number, “ 2260” the “current number” in the personal 
register, and “20” the year. The clerk’s numbers must not be 
marked on disposals—whether on the actual communications issued 
or on the files themselves in the record room. The reason for this 
is that the clerk’s number is merely intended to facilitiate the distribu- 
tion and tracing of pending correspondence. It is not intended 
to determine the position of the file in the records after disposal. 


Nore.—(1) Cises of the previous year remaining undisposed on the ist of April 
should be entered in the pages at the commencement of the register, sufficient blank 
pages being left for the purpose at the beginning of the year. 


After this is done, the volumes of the previous year togetheg. 
with the running note file bearing on them will be sent to the Records 
before the 15th April. On the first page of the first volume of the 
new year, the Record-keeper should acknowledge the receipt of the 
old volumes. The running note files should have sufficient number | 
of pages so that ordinarily it should not be necessary to use more 
than one volume for a year. A fresh running note file should be opened 
in April when the previous year’s entries in Personal Registers are 
brought forward. 
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_ ° (2) When reminders are issued their dates should be entered in red ink in 
column 8 of the personal register. . 


_ » G) Both on the Cover of the P.R. and on the cover of the run on note file a 
slip shovld be pasted showing the name of the section head and the clerk/assistant 
in charge of the seat date of their first taking charge of the section seat feven if they 
had taken charge of the section seat prior to the year to which the P.R. relatcs 
such actual date of taking eharge is to be furnished and date of relief from the 
section as : if it is any date within the period during which the personal register 
is urgent. ; ; 


21. (3) New case register (Form III. Appendix B).—In order to avoid 
having as many series of current numbers as there are sections, which 
would be in many ways inconvenient, all new cases will be entered in 
the “New caSe register”. Nothing will be entered except the new case 
numbers, the number of the clerk who has to deal with each paper and 
the initials of the record-keeper when he receives the file after 
disposal. . 


_ Note.—(1) Cases of the previous year remaining undisposed on the 1st April 
should ~ be entered in. the pages at the commencement of the register, sufficient 
number of pages being left for the purpose at the beginning of the year. 


(2) After the pending cases of the previous year ‘have been carried over t° . 
the new register the old volumes should be sent to the reeords and the acknowledg- 
ment of the record-keeper obtained on the first page of the new register. 


22. New and old cases——‘ New cases” means all papers that are 
not cld cases. “ Old cases ” means replies to references previously 
issuec; and papers which, though not replies to references, have for 
any reason to be filed in “Currents” that are already pending. For 
instarice, after correspondence had been begun with one officer on 
a certain subject, another officer might happen to address the Collector 
on the same subject. In this instance, the latter communication, 
though not reply to a reference from the Collector’s office, would be 
an old case, nota new case. Ifanold case is by mistake numbered - 
as a new case all that has to be done, as soon as the fact is noticed, 
is to enter the number of the old case against the new case number 
in the new case register, and also in the personal register if an entry has 
already been made there before the mistake is found out. The 
superflous entry in the personal register will thus be closed... Of: 
course the paper must also be entered against the old case to which 
it belongs in the appropriate column of the personal register (column 9 
“‘rep'y or fresh current received ”’). 


23. (4) Fair-copy register (Form IV, Appendix B).—This is maintained . 
in the ‘current section. It is the business of the Superintendent, Fair 
Copying Section, to see that the correct number with the date of approval ° 
of each draft sent to be fair capied, is at once entered in the register 
and that the dates on which it is given to the typist, returned to the 
superintendent, signed and despatched, are promptly and correctly . 
entered inthe appropriate columns of this register. No other despatch 
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register is to be maintained for communication to be sent by post. The 
old despatch register maintained under the dlsposal number system was 
of no use whatever either to prevent the loss of papers, or to fix 
responsibility for such Joss, while its maintenance involved a great. 
deal of writing and merely delayed despatch. 


24. (5) Despatch by post and local delivery book (C.F. 61 
Revised).—This is to be used only for communications to be delivered 
by hand, The several columns of the register explain themselves. 
Column 3 of the register need not be filled up in office in which the 
Fair Copy Register is being maintained. | _ 


25, (6) Stamp account (Form VY, Appendix B).—In this, is entered 
the total yalue of the stamps on eatch batch of letters sent to 
the post, and the tota] daily expenditure and balance at the end of 
the day. The Suprintendent, Fair Copying Section is responsible for 
the correctness of the entries and of the balance. No attempt is to 
be made to enter the value of the stamps affixed to each letter, 
aS was done in the old despatch register. This is a mere waste of 
time. Such entries are never likely to be accurate, and thre is no 
oe means of checking them. Hence there is no use in making 

em. 
(7) Periodical register—In regard to this, see the section 
“Periodicals” below, 7 Bee 
" (8) Call book.—In regard to this, see the section ‘Disposals’? 
elow. | 


(9) Security register—This will be maintained in Form XV 
of Appendix B. Valuables such as cash, notes, etc., having an actual. 
monetary value will be entered in this register. 


During the periodical check of the personal registers the dis- 
posals of valuables if any, received should also be checked. In 
that regard, the following procedure should be followed. The officer, 
who has custody of the valuables bought on to the security 
register will furnish io the section head and the clerk concerned, on 
the first working day of each month, an extract of the entries in the 
security register in respect of the pending items. The concerned 
clerk will indicate in the extract the stage of the relevant file and 
State the reasons for the non-disposal:of the valuables. The correct- 
ness of. this reply will be checked by the section head who will 
then got the reply approved by the Gazetted Assistant. of the 
Collector concerned. In the cases of Revenue Divisional Officer and 
Taluk office, the reply of the concerned clerk should be got ap- 
proved, through the head clerk by the Revenue Divisional 
Officer or Tahsildar. After approval, these extracts should be kept 
in a seprate file and put up for security along with the security 
register durin8 the periodical check of the register with the 
personal register. te ay ait 

[B.P. Perm., No, 1528 (T), dated 29th December 1968.] 
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(10) Copy application register.—This re8ister should be 
maintained in the form prescribed in Board’s Standing Order 
No. 173, paragraph 8. Copy stamp paper received with copy 
applications and cash for the purchase cf copy stamp papers 
should be entered in this register and Dot in the security register. 


(11) Record issue register—This Will be retained in the 
old form. | 


26. (12)—A. Special Register of Suits.—Suit papers should be 
initially dealt within the Personal Register. After the suits have 
been numbered in the Court (in cases there the Government are 
the plaintiff or where the writien statements have been field 
(where the Government are the defendant) the case should be 
transferred to the Special Suits Register in Form VIII-A in 
Appendix B after giving the file a final disposal. After that stage, 
no further action will be necessary beyond aScertaining from the 
Government Pleader concerned from time fo time 7s 10 the sta8e 
cf the matter. Such correspondence with the Goverpment Pleader 
will be only of a routine nature and consist mostly of reminders 
and replies thereto. A Separate file bearing the serial number in the 
special suits register should be maintained for sending femainders 
to Government Pleader. The Government Pleader concerned 
should be be reminded ordinarily once in six Montbs, reckoning 
fiom the date on which the case has been entered in the suits’ 
register. Writ petitions and wrii appeals shall also be entered 
in the sujis regisier at the appropriate stages. The suits re8ister 
shall be maintained separately for each section in an Office. The 
responsibility for the proper maintenance of the suits reSister 
will be that of the section head. The cntry in the suits register 
shotld be closed when the copy of the judgement is received and 
the matter thereafter deceit with in @ personal register current 
till it is transferred to the “Special Register for Execuiion 
Proceedings‘ at the appropriate sta&e. 


B. Special Register for Execution Poceedings—A_ special 
Register in Form VIII-D in Appendix B should be maintained 
to watch execution proceedings in Government suits and the 
instructions in paragraph 6 of Board’s Standing Order No. 95, 
should be followed. At the stage when a case relating to execu- 
tion proceedings is transferred to this register, the concerned file 
should be given a final disposal. A separate file bearing the 
seric] number of the special register should be maintained for 
sending reminders to subordinate officers. Im some cases, 
reminders may net be necessary once a month or once a quarter. 
So, the periodicity of the reminder should be with reference to 
the facts of each cases. | 
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The register should be maintained separately for each section in 
an office. The responsibility for the proper maintenance of the regsiter 
will be that of the section head. After the descress or orders are 
executed and the cost are paid, recovered or written off, the file should 
be given final Disposal. 


(B.P. Press 38, dated, 19th January 1966.) 


(13) Pauper suits register —A register in Form VIII-B in Appendix B 
should be maintained in the case of pauper suits. When a pauper suit 
decree is received from the court it should be first entered in the new 
case régister and a new case number assigned to it. Necessary entries 
should be made at the same time in this special register also. 


The current will be finally closed when the amount is recovered 
or written off. The columns in the special register should be duly filled 
up then and there so as to facilitate the preparation of the quarterly 
return referred to in paragraph 107 of the Stamp Manual. 


(14) Register of immovable properties purchased by Government 
in civil court sales—This should be maintained in the Collector’s office 
in Form VIUI-C in Appendix B with an annually recurring call-book 
entry to watch the steps taken for the disposal of such property according 
to the instructions in B.P. No. 1147, Mis., dated 11th April 1934. 


(15) Special register of important reference from the Board and 
Government.—This should be maintained in the Form XVI to Appendix B, 
for watching the submission of prompt replies to the important and 
Special D.O’s and references from the Board and Government. It 
should be maintained by the Personal Assistant who should personally 
see that replies to such references and reminders are sent then and there 
promptly. It should be submitted to Collector daily for his perusal 
if he is at headquarters. 


(16) Special register of important references and D.O’s. from the 
Board, Government and others.—This should be maintained in the Form 
XVI given under Appendix B, for watching the submission of prompt 
replies to important references from the Board and the Government 
including demi-official letters from the Members of the Board of Revenue 
Secretaries and Deputy Secretaries to the Government and prominent 
non-officials. It should be maintained by the Personal Assistants who 
should personally see that replies to such references, reminders and demi- 
official letters are sent then and there promptly. Demi-official letters 
entered in this register should be acknowledged immediately, except 
in cases where the final reply itself could be sent within about a week, 
In cases where demi-official letters are not immediately acknowledged, 
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‘prompt despatch of the final replies within that period should also be 
watched by him. The register should be submitted to the Collector 
‘daily for his perusal if he is at headquarters, 


(B.P. Perm No, 298, dated 2nd March 1967.) 


Fach volume of the Registered Tappal Register should be sent 
to the records as and when the pages of the volume are exhausted and 
after acknowledgments have been obtained against all the numbers in 
the register. Acknowledgment of the record keeper for the receipt: of 
each: volume of the register should be obtained on the first page of the 


succeeding volume. - 


Vi. Opening the Tappal. 


” 97. It is desirable that, whenever possible, the tappal should be opened 
in the Collector’s presence. When the Collector is on tour or whenever 
he does not find it convenient to open the tappal himself he may delegate 
‘this duty to the Personal Assistaat. When the tappal is not opened 
in the Collector’s presence, he should make such arrangements as he 
considers necessary for seeing all the more important correspondence, 
particularly from. the Board and Government, at the earliest possible 
‘moment: Important papers where reports are called for by the Board 
or the Government within a specified period, papers to which the personal 
-attention of the Collector is invited, reminders (including demi-officials) 
from Government or the Board and the papers which are time marked 
‘by the Collector while perusing the tappals should be entered in a special 
register in Form XVI in Appendix B. For instructions regarding the 
‘maintenance of his register, vide paragraph 26 (15). 


98. Subject to any orders of the Collector when the tappal is opened 
by the Personal Assistant or is brought to the Huzur Sarishtadar after 
being seen by the Collector and Personal Assistant, the following proce- 
dure shall be followed. A clerk hereinafter referred to as the “ Tappal 
-€terk ”? should be in attendance. He enters “ Valuables” in the usual 
‘security register. He takes the Sarishtadar’s initials to all entries in 
“this register. If any petition or other communication is received which 
:gught to have been addressed to any other officer, he endorses it to the © 
coffice, fills up the standard printed post card informing the cotrespondent 
that the communication has been transferred to such other officer for 
disposal and gets the endorsement and the post card passed by the Sarish- 
tadar. He endorses petitions or other communication to the appropriate 
officer, for report or for information, as the Sarishtadar may direct, and 
gets. such endorsement passed by the Collector or such officer as the 
Collector may detignate when a communication is transferred by a 
higher authority to a subordinate officer for-disposal, the fact should be 
intimated by the former to the party concerned, in the prescribed printed 
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‘card,-with a request that the party may carry on further correspondence 
directly with the subordinate officer. Similarly he puts up endorsements 
returning unstamped or insufficiently stamped petitions, applications 
for appointment that are not in the prescribed form, etc., and gets them 
passed by the Sarishtadar. In any cases not specified above in which 
-communication can be disposed of or replied to, or information that 
is required can be called for by endorsement or in printed or duplicated 
“form letters” he puts up an endorsement or fills up the appropriate 
form, notes the gist on the communication (unless it is sent back in original) 
and gets the endorsement or the form and the note passed by the Collector 
‘or such officer as the Collector may designate. 


_ 29. The tappal will then be sorted by the tappal clerk according 
to sections and placed before the Sarishtadar who will look through it 
-and note on it or give orally such instructions as may be necessary. 
Papers that should be filed (see paragraph 84 et seg. below) he will boldly 
mark “ F”’ and if any of the papers coming under the filing system is one 
which, in his opinion, requires indexing, he will mark it also with the 
letter “I”. If there are any reminders from Government or the Board 
he will send for the connected files and submit notes at once to the Collec- 
tor, explaining the cause of delay and how the matter stands. If any 
communication in the tappal is specially urgent, he will arrange for its 
being attended to forthwith. He will then distribute the tappal to the 
several heads of sections. The heads of sections will deal with it on 
exactly the same lines. The detailed instructions for the numbering 
and distribution of papers received in tappal given in paragraph 17 should 
be strictly adhered to. The heads of sections will also give any instruc- 
tions that may be necessary, mark papers “ F” or “FJ.” where neces- 
sary, arrange for prompt attention to anything that is urgent, or to any 
- orders of the Collector, Personal Assistant or Sarishtadar noted on the 
tappal, and distribute the papers to the clerks who are to deal with them. 
The head of the section is responsible for seeing that the letter acknow- 
ledge in the distribution register, papers entered in it and also make 
proper entries in column 4 in it. 


VII. Registering. 


30. Registering—As soon as the clerks who are to deal with the 

- papers receive them, they will register them at once in the personal 
registers (Form II, Appendix B) unless, under paragraph 31 below, they 

_ Shovi2 not be registered. Any delay or neglect in this matter is a very 

_ Serious dereliction of duty and will be punished with corresponding 
severity. If a paper is a new case, the clerk dealing with it will enter 
: it in column 4 of the personal register. The entry in this column must 

be framed and arranged exactly like an index title (see chapter on indexing 
below). The clerk will also fill up columns 1 and 3.. 
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A current that originates in the office is treated just like any other 
“new case”. It will be entered in the personal register in column 4 
of which the word “arising” (that is to say “ arising in this office ”) 
will be entered after the title. 


After entering the new cases, the clerk will enter any old cases against 
their appropriate current numbers in column 9 (Reply or fresh current 
received. From whom, number and date) and the distribution number 
and the date of receipt in column 10. 


As soon as the clerk has completed the entries in the personal register 
relating to the papers received Cn any one occasion, which is to be done 
with the least possible delay as soon as he receives them, he will send 
the register to the Superintendent of Fair Copying Section. If there 
are no new cases of course there is no need to send the register to the 


Superintendent. 


As soon as the Superintendent of Fair Copying Section receives the 
personal register, he will enter against the new cases in it the next un- 
assigned current numbers in his new case register (Form III, Appendix B). 
He will enter against the corresponding numbers in his new case register 
the section letter and the clerks number. He will then return the personal 


register to the clerk. 


On receiving back the personal register, the clerk will enter the current 
“gumbers on the new case files. 


When the subject clerk submits a file to the head of his section or he 
latter submits a file to the Collector or other superior officer, the clerk 
will note the fact (e.g. Ist April 1921) in column 6 (submitted by the 
clerk) in the personal register and similarly when he receives the file 
~ back he will note the date on which he receives it in column 7. 


31. What papers need not be registered (i.e., not brought to the 
personal register).—Papers marked ‘‘F” i.e., ‘File’ see below inthe 
seccion “disposals” need not be brought to Personal Register, unless 
it is found actually necessary to initiate any correspondence in 
regard to them (other than merely communicating them to subordi- 
nate officers or calling for spare copies). Other papers not brought 
-to Pezsonal Register should be disposed of as ‘“‘L.Dis., P.(Distr.)” 
or N. Dis. P. ‘(Distr.)’ asthe case may be where ‘P’ is the distribution 
register number and “‘(Disir.) would indicate clearly that is a 
distribution register number and not a New Case Register: number. 
Asaa example of the sort of papers that will be marked “‘N. Dis. 
P. (Distr.)”” may be mentioned applications for applications for 
- appointments which are in the prescribed form and which are returned 
‘with aa endorsement to that effect, petitions which are returned with 
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an endorsement to the effect that they are insufficiently stamped and 
unimpoitant papers which ought to have been addressed to some other 
officer, and are endorsed to such officer. Papers are not to be marked 
‘L.Dis. P. (Distr.)’ or ‘N. Dis. P. (Distr.)’ by any one except the officer 
opening the iappal unless under the specific orders of the Collectos. 
Papsis marked ““L.Dis. P. (Distr.)” will be kept in a separate “Lodged” 
bundle and destroyed after one year. In regard to the registration 
of periodicals see the seciion O12 periodicals below. No paper that is 
to be entered in any oche1 register (except the security register, special 
registers for Government suitsand pauper suits and of course the new 
case register) must be entered also in the personal register. 


32. Gua-licence renewal applications. In the past it has been the- 
Practice in some districts co register these annually by thousands 
in the ordinary current register, though the renewal of the vast majority 
of them is 4 mere routine matter in regard to which thereis no corres- 
pOndence whatever. 


Tiese should not be registered in the personal register at all. The 
date of ite application for retiewal should be entered above the line in 
the renewal column for the year in the Register of Gun Licences. Under 
this should be entered in due cotirse “R’ (“Renewed”) or “C” (‘‘Can- 
celled”), and the date of the order. Should any correspondence arise 
in connexion wW.th an applicacion (as it willin every case that ultimatel 
results in cancellation) a new current will be opened for it and this will be 
assigned a New case number and be entered in a personal register in the 
usual way. The new case number will then be noted against the 
application in tite licence register. Such correspondence should ordi- 
narily be given an “'R” or ‘‘D” disposal (according to the importance 

ofthe case) and be indexed. Papersrelating to ordinary cases of renewal 
should be filed in numerical order—examined by the licence number— 
in one Or more annual bundles or files. (See section on filing.) They 
should be destroyed after the renewal or cancellation of the licences 
in the following year. 


32-A. Plaque correspondeice.—Plague correspondence should 
be entered in the personal register of tite clerk dealing with the subject 
the title of each Dew case baing started withthe Word “Plague” in‘red 
ink. The personal register should be inspected twice a week by the 
head of the section and frequently by the head of the office or by a 
gazetted assistant deputed by the Collector when the Collector is the 
head of the office. 


33. Special arrangements when clerks are on tour.—When clerks 
‘arein camo, the Sarishtadar orif heis also-on four, some other officer 
specially designated to perform the duties in his absence, will read 
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the papers in the daily tappa! with which these clerks have to deal,sort 
them with the assistance of the tappal clerk and send them to camp. 
The subject clerk will separate the new cases trom the old, give them 
serial numbers in his personal register and send a requisition for a 
new case num bersto the Superintendent, Fair Copying Section, ona 
separate sheet of paper noting the serial numbers of the personal register, 
together with the full title heads. After assigning new case numbeis 
against the serial numbers of the personal register, the Superintendent, 
Fair Copying Section, will return the list to camp, On receipt, the 
clerk concerned willente: the new numbers in column 2 ofthe personal 
register against the respective said numbers. This procedure will also 
apply to cases “arising” and to petitions presented to the Collector 
in camp. 


If in ary cise 4 cefereace has to be issted urgently before the new 
ease numer {1s beer assigaed, it should bear the serial number of the 
pap2i ia cae ps0 1al regisier with the section letter, the clerk’s number 
aad the werd (‘camp’) as a temporary number. 


Viii. RefereUsiag, arrangement of file, Noting, etc. 


34. Referencitg.—Every clerk into whose hands any paper or 
fila cymes wazner 10 De refareacad, faii-copied or despatched or for 
the preparation of a note or draft or any other purpose, must write 
iis initial with the date on it in ink, as sooa as he gets, it. 


35. As soon asthe clerk who has to deal witha paper has registered 
it—it it saoald be registered-—he will next see that all the stamps have 
beea Deoperly paached (see section ‘*Miscellaneous”’ below). He 
will taen study it aad see waether any previous papers are required in 
order to deal with it aad for this purpose should consult both his index 
aad his personal register This is of great importance, for one thing 
to prevent old cases being treated by mistake as new cases. If this 
mistake is committed, the same subject may be dealt with simultancously 
in two separaie olrrencs and mich confusion may arise. Time may 
also be wasted in other ways, for example, in making a reference to 
some other officer, which would have been seen at onceto be unnecessary 
if che Lndex had been consulted and some other file on the same subject 
nad this been found. The clerk will then send a requisition on the 
proper printed slip to the record-Keeper for such necessary files as he 
may himself be able io trace and che record-keeper willissue these with 
the least possible delay, aad also send with them any other papers 
whichaopearto venlecessary. He mast always put up all the ““Backward 
aid Forward Filcs’” marked oa the disposal jackets of the papers 


put up. 
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36. Current file andits arrangement.—As soon as the clerk dealing 
with the file receives the previous papers he will arrange the current 
file and thz papers pat ep for reference (laid @at and not folded) 
ona fla: file pad marked “Ordinary”, “Urgent” or “Very urgent’’ 
as may be appropriate. The papers forming the current file will 
be tagged together and nor pinned or tied with cotton. A hole 
should be punched ia the lefe haad upper corner of each paper 
with a proper punch and the tag will be passed through the holes. 
Files must not be tagged untidly or so that the pages cannot be 
turned over freely and read easily, nor must the holes be pocked 
in the papers with the poitied end of the tags. A blue fly-leaf 
marked ‘Current file’ must be placed at the top ofthe current 
file to distinguish it from the notes and papers putup for reference. 
The papers in the current file mast be arranged in chronological 
order beginning from the top, and the pages must be numbered 
neatly in rediakinthe same order. Both sides of each page must be 
numbered eventhovgh one of the sides may be blank. Reminders 
(including demi-official reminders) and replies thereto which are not 
relevant to the subject-matter of the file and originals of drafts of which 
aclean copyiyped or other wise has been put into the current file, should 
be tagged cagether and placed at ihe bottom of the file. They should be 
kept there until the file is finally disposed of and should then be 
dastroyed. If however, any eaqiiry as to the cause of delay in the 
disposa! of the file is peading or is contemplated then, they should not 
bed estroyed till che enquiry is completed. 


37. Demi-official and unoificial communications havinga clear 
bearing on ths correspondence must be attached to the current 
file while those which are not of this description, that is, those 
which are not necessary for understanding the progress of the corres- 
pondetce, should be attached to the note-file. If the demi-official 
or unoticial communication contains anything confidential it should 
not go into the file at all, ualess the file itself is confidential. When 
simple and short demi-officials have to be put up they may be written 
in cofitinuation of the main file as far as possible. Maps and statements 
in book form must not be tagged with tae current files. They will be 
kept separately immediately uaderneath the ctirrent file. Disposal 
files put up forreferetce will be arranged under the current filein chrono- 
logical order, the earliest file at the bottom, then the next oldest and se 
on. 


38. Reference to authorities quoted.—“‘Flaggirg”—A reference to 
every paper quoted in the current will be noted on the margin of the 
current in pencil. Every disposal file put Up for reference to which 
referetice is actUally made in the current or notes must be flagged. No 
flags must be attahced to the current or note files themselves 
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References to these will be made by quoting the number of the page. 
Maps aad statements will be flagged. Flags will be attached by paper 
fasterars aid aot by pits, and waen attached to a disposal file will be 
affixed to the browa paper ‘‘jacked” of the file, and not to any of the 
papersin the file. As far as possible flags should be arranged in 
alpaabetical order, and in such a way as readily to catch the eye. Thus 
if fag Ais aiixed to the bottom file (Hag B will be affixed to the one next 
above it and so of). Tey will also be arranged so that one flag does 
not cover atother. There must only be one flag oneach file put 
up for reference. Care must be taken not to use more than one flag 
bearing the same letter or number on the same occasion. 


39. Linking files-—When it is necessary to refer in one file to another 
file that has not been disposed of, the two files will be “linked”, ic., 
the file put up for reference will be put under other file, and the strings 
of the lower file, but not its faps, will be tied round the upper file. The 
strings of the upper file will be tied underneath itin a bow out of the 
way, so that one may not have the trouble of untying and retying two 
sets of strings. Each file wili thus be intact with its note file, current file 
and reference files, properly arranged on its own pad. The two pads 
must not be put together at the bottom with the contents of the two files 
mixed together above them. Files are not to be “ linked ”’ unnecessarily, 
or merely because they deal with similar cases, but only when it is neces- 
sary to refer to a paper in one file in order to dispose of the other, or 
when the orders passed on the one will apply to the other. 


40. Note file-——No notes must be written on the currents except 
very simple ones. Other notes must be written on both sides of the 
paper prescribed for the purpose. This is of two kinds-one with a margin 
half the width of the paper and the other with a margin one-third of its 
width. The former should only be used when the subject dealt with is 
such as to invite marginal comments or orders, for instance, when orders 
have to be passed on a great number of points, as in a note dealing with 
the question of revising rules or amending an Act. The note connected 
with any subject will run continuously from the inception of the file 
until final orders are passed. The note file will be separate from 
the current file and its pages will be numbered in a separate series in 
black ink. At the top of the note file will be placed a yellow fly leaf. 
Its pages will be tagged like those of the current file. At the head of 
the first page of the note will be written the title of the file which should 
be identical with the entry in column (4) of the personal register and 
should in any case be arranged as laid down in the chapter on indexing. 
If the subject originated with a communication from outside, the refe- 
rence number and date of such communication should follow. Nothing 
is ever to be written on the blue and yellow fly leaves. They are never 
to be sent out of the office except when an “ unofficial” reference is 
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made, and they are to be removed from a file as soon as it is closed and 
used again. The notes should not be removed from files submitted to . 
the Board of Revenue or to the Government, but should be removed . 
from files produced in courts. 


41. Object and contents of a note—The aim of a note should be . 
to present in the mosi intelligible, condensed and convenient from possible — 
the facts of the case to be dealt with, including its past history, the points 
for decision, useful precedents, and the material provisions of the law 
or rules governing it, supported by full references to the current file or 
to previous correspondence and, to Acts or other official publications, 
enabling every fact stated to be verified, and every authority cited to be ~ 
consulted in original. It should not merely reproduce the matter of the 
current file, still less should it expand it. It should of course supply 
deficiencies or omission and correct and any error or explain any ambig- . 
nity in the current, and draw attention to points on which fuller infor- 
mation may be necessary before orders can be passed. If a report is 
full, accurate and clear, a short note summarizing the salient poinis - 
on which orders should be passed will be sufficient. 


42. It is not necessary to set forth afresh any summary of facts or 
discussion of principles which already exists in an adequate form in any - 
previous file. It will be sufficient in such a case to draw attention to the 
previous file, and then add such fresh matters as may be required. But- 
great care should be taken not to overlook any new points. It may 
be sufficient simply to refer to the notes in the previous file, but it should 
be carefully verified whether there are any fresh points raised in the 
later communication and if there are any fresh points raised in the later 
communication, and if there are they should be noted on. 


43. When a draft may be put up together with the note.—In simvle 
cases, and whenever it is obvious what course should be adopted, 2 
draft may be put up at the same time as the note is submitted for orders. 
Even in fairly complicated cases this may some times be done, especially 
if the draft is one asking for further information. The Collector may 
pass the draft or amplify it, or modify it. If he requires further infoz- 
mation from the office he will ask for it. Of course even in such a case, 
if necessary, 2 note must be put up explaining the necessary for any 
question asked in the draft, referring, it may be, to the Act, or the rules, 
or some order of the Board or of the Collector himself, or to the previous 
history of the case. If the Collector is not sure to find the draft seli 
explanatory, there should be a note to explain ‘+, The point is thia 
the note and the draft should not be identicai, oF nearly so. when thts 
can be avoided. ey 
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44. When a draft is put up, the words “Draft submitted”’ with date 
and initials should be entered at the foot of the note. When the refe- 
rence or order is issued, its date and the name of the officer, to whom it 
is sent should be entered below the words “ Draft submitted’. Below 
the entry relating to the reference, the receipt of the reply to that reference 
should be noted in the same way. Against each entry in the note file 
relating to the receipt or despatch of a communication, the number of 
the page or pages of the current file at which the paper is question is 
to be found will be entered, to facilitate reference to the correspondence. 


45. References to authorities quoted in the note-—For every statement 
made in the note, except expressions of opinion, which should not be 
offered by officers lower in rank than the heads of sections, an 
authority must be cited, and such authority must be noted in the margin. 
When such authority is to be found in the current file itself, the page 
at which it is to be found, and the number of the relevant paragraph on 
such page will be noted ; when it is contained in a previous disposal 
file, the number and the date of such disposal file, the number of the 
page in that file, the number of the paragraph which contains the rele- 
vant information and the letter or number borne by the flag attached 
to the file, will all be noted in the margin ; “ and when it is contained 
in a linked file, the current number of the linked file and the number 
of the page and relevant paragraph in the linked file will also be noted 
in the margin.” It is not sufficient to note the flag-letter or number 
alone, as if this is done, and the paper is put up subsequently (perhaps 
years later) for reference in connexion with some other case, it will be 
difficult to trace the various references. Passages in the current and note 
files should always be referred to in the notes by the number of the 
page on which they occur. No flag should be attached to the current 
file or note file. Nothing whatever except the reference is to be written 
in the margin of the notes, which is reserved for the Collectors orders 
cai a nsie Notes passing between members of the staff should not 

ed. 


46. Replies to Collecter’s query ——When the Collector writes a ques- 
tion in the margin of the note, the reply to it is to be written in conti- 
nuation of the note, and not in the margin. The Collector’s question 
will be copied out fresh at the end of the note, and the answer written 
below the copy; or the letters A, B, etc., will be written boldly against 
each such question, and the answers marked with the corresponding 
letters, written at the end of the note. If the Colfector writes any ques- 
tions on drafts or currents, they will be similarly dealt with, and the ans- 
wers written in continuation of the note; and if a note file has not been 
opened already, one will be opened for the purpose. 


47. Opening a fresh file for a separate subject arising out of a current 
file—When in the course of dealing with a subject any fresh subject 
arises, with which it is desirable to deal separately, extracts will be taken 
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of the parts of the current file and note file relating to the fresh subject, 
and with these a separate file will be started. This will probably be 
necessary whenever the original title of the file no longer correctly describe 
the actual subject under correspondence, and not otherwise. The 
general principles laid down in regard to indexing apply to such file 
as much as to correspondance originating with on outside reference. 
It must also be numbered as a new case and registered. 


48. Reference to Acts, books, etc.—Whenever a book is referred to 
in a note the numbers of the relevant page, paragraph, clause, etc., are. 
to be given, and also the number of the book in the list of the books 
of reference which the Collector always has on or near his office table. 
These books should be numbered boldly on labels affixed to their backs 
and a list of them and of their number should be complied and printed. 
One copy of this list should be pasted on cardboard and kept on the 
Collector’s table, and each clerk should be provided with a copy of it. 
The books will be referred to thus, e.g., pagragraph 4 (If) 
of B.S.0. No. » page , Book No, 31”. When 
an Act is referred to,....the number and short title of the Act will be 
given, including the legislative authority that passed it Tamil Nadu 
or India, e.g., “The Tamil Nadu Court of Wards ActI of 1902” 
or “ The Indian Treasure Trove Act VI of 1878 (india)”. If the Act 
quoted is printed in any of the books in the Collector’s list, e.g., the 
Tamil Nadu Code or the Unrepealed Acts of the Government of India, 
the number of the book and the number of the page to be referred to will 
be noted. In other cases a spare copy of the Act will be put up. 
If any book not included in the Collector’s list is quoted, it will be 
put up with the file. Such books and Acts will be placed above the 
flaps of the file, and not under them. 


49, Responsibility 0) heads oj sections —Heads of Sections must 
remember that they are responsible for the style and accuracy of the 
notes and drafts proceeding from their sections, and that they cannot 
throw that responsibillty on their clerks. Whena cerlk’s note is wrong 
ot imp2rfect, a fresh note should be prepared and the other removed. 
The head of the section must not submit the wrong note after merely 
adding his own note correc:ing it, Supereseded notes should generally 
ve destroy:d. If the head of the sec:ion thinks it necessary, they may 
be kept at the bottom of the entire bundle next to the pad. They should 
sever be filed in the current or note files and they Should be destroyed 
when the file is finally closed. The clerk directly in charge of the file,, 
and the head of the section concerned, will boli write their initials wth: 
the date, at the left hand corner below cach inssalment of the note, 
Explanation and no:es of a p-rsonal natare will oe signed legibly with 
the fuli aa ne of ta2 o Heer sud ni-ting taza, iuciading the titles “ Ayyar 
Ayyaagar, Rao, Pillai, Nayadu, Madaliar, etc,,” and will be kep 
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separately from the note file and flagged, and will be merely referred 
tointhe not filethus “The clerk’s Explanation is submitted, Flag A” 
“Th section head is aS much responsible for the accuracy of facts ina 
note or draft put un by a sup:2rior officer as if he had prepared it him-self 
and should th:refore, chzck the correctness of the facts before the draft 
is issued. H> snould bring to the notice of the superior officers concerned 
any errors or inicciracies and have the draft suitably recast wherever 
it is necessary to do So. 


49-A. Reference to previous discussions —Any discussion of an 
important issue without reference to its previous history would be 
incomplete and in some cas2s even highly embarassing, officers and other 
members of the staff should therefore, ensure that while going into a 
qi°s.ion, all previous discassions are duly taRen note of. The following. 
guide linzs ar2, thorefore, laid down for the benefit of all the Government 
Servants including officers,— 


(1) a through personal scrutiny of every paper of files should 
b> made b:fore passing orders or drafting a report to their superiors 5 


(2) an imaginative effort to find out whether the matter before them 
is likly to have had previous history or whether a situation similar to 
the one dealt within that file would have arisen in the past should also 


‘be made ; 


(3) i: shoald b> ensured that proper disposals are given to cases 
and that the numbers of the previous and subsequent disposals are duly 
noted on the back of the disposal jacKets ; 


(4) a through study of the file should be made with a view to 
finding out wa:th-r there is evidence in the file itself suggesting that the 
matter had b2en considered on an earlier occaSion; _ 


(5) care should b2 taken to ensure that proper “titles” are chosen 
for the firal disr3als, to facilitate subsequent identification and tracing 
of the disposal ; 


(6) it should also b2 ensured that prompt preparation of indices 
of disposals is made ; and 
& 


(7) indiczs should be consulted before notes are put up. 


- The Collectors of all districts are requested to acknowledge the receipt 
of this Board’s proceedings on early. 


a 
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50, Title to be written at head of drajt.—At the head of every draft 
letter, proceedings, or memorandum, fhe title must be written. It should 
be framed and arranged exactly like an index file, (See the section on 
indexing bzlow) Ina letter this will come after the word “Sir”, “Madam” 
or “Gentleman”. On no account are titles or “purports” to_be written 
on the backs of letters or proceedings, or on separate docket sheets 


" atia¢hedto them. This traditional but absurd practice should be stopprd 


in all offices. This title should come after the word “Sir”, even when 
old C.F. 31 is used which provides a space for the “subject ” at the heaa 
of the sheet and thereby was.es about a qurter of a sheet of paper. New 
C.F. 21 provides for :h« ins: r ion of the tile inthe proper place. After 
the title, and s pera:ec by a line cr a row of asterisks from the body of 
the Letier, should come the number (if is has one) and date of any com-~- 
munica‘ion to which th: draf:s isa reply, and also the numbersand dates 
of any oth:r co nmunications or files, che quotation of which may be 
helpfulcither to the issuing office or to any one to whom the Communica 
tion is addressed, or io whom copy of itis sent. Thus if the alicnatio 
of a peice: of land to a municipality is sanctioned, and the proceedings 
are Communicated to the Chzirman-and also to the Tahsildar, and to 
the Special Settlement Officer, the numbers and dates of the last com- 
munication in eny correspondence that hes been received from each 
of these officers on the subject should be given. Sometime also the 
number of older correspondence from their officer on the same subject 
in previous years may be useful. Such references are of great help to 
the officers to: whom the proceeding are sent because they enable them 
at once to trace the connected correspondence in their office, . 


«51. Examples of title —The following illustrations will make. the 
last paragraph clear :— 
(1) 4 memorandum— | 


“Encroachment—Srikrishnapuram taluk—Nallur village—S.No. 
466—Assignment—Chinnneswami Pillai (B)—Petition, dated 21st. June 
1921 Tahsildar’s D. Dis. No. 1075/21, dated Ist August I921’’. 


“The petitioner must vacate the encroachment at once, . The 


land will not be assigned to him.” 


(2) Proceedings— 


“Transfer—Dry to wet Tirunarayanepurem taluk—Peraiyur 
village—-S.No. 322—Krishna Ayyangar (D).—Refused”. | shes 


“Petition, dated 12th September 1920—Tahsildar’s N. Dis, 


“Mo. 398/20, dated 6th December 1920—Executive Engineer’s No. 177, 


“iftigation, dated 6th June 1921.” 


. imposed.” 


-“The land will not be transferred to wet. The petitioner is 
warned that if he uses tank water forit, prohibitory water rate will 6s 
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52. Form of proceedings.—The old fashioned method of drafting 
proceeding with a long preamble “reading a veriety of previcus pepers 
including ihat on which orders were pessed, end setting forth their 
purports in long-winded pharseclogy, wasted much labour and stationery. 
Often the result was that preciscly the same matter was set forth at least 
twice ; once (if not oftener) inthe preamble, and egaininthe proceedings 
The principle to be cbserevd may be stated briefily thus ; The ordcr 
should be complete in itself. Thetitle should appear at the head followed 
by such description (cffice of origin, current of disposal number, date, 
etc.) of the communications with reference to which the proceedings. 
are passed, as will be sufficient to enable 2nd officer to whom it is ccm- 
municated to trace any previcus correspondence Ch the subject in his 
office without delay. 


53. Enclosure. to be minimised—The rule thet every communication 
should as far as possible be complete in itself is to be strictly observed. 
It follows that the practice of enclosing in official communications copies 
of communications received from other officers, subordinate or other- 
wise. or from privete individual should be avoided. No such copy is 
to be sent as an enclosure to any communication issuing from the office 
without the specific orders of the Collector... .It hes been the practice 
in many offices in the past, sometimes to issue meagre communications, 
which could not be undersiced without studying 2 mzss cf volumincus 
enclosures, and at other times to issue communications complete in 
themselves but accompanied by enclosures containing the seme matter 
expessed—perhaps more than once—- With more or less variety cf form. 
The former method wastes the time of the officer addressed ; the latter 
wastes both his time and that of the office fom which the communication 
issues. 


A somewhat similar point is that pastiuclars should not be “noted 
in the margin” when it is as convenient—not to Say mere so— to ener 
them inthe body of the letter. 


$4. Office copies, form-letters and proceedings —In a great many 
cases there is no necd to keep an office copy at all. To give only a few 
examples, in acknowledging the return or records, in submitting records 
in replying to some sample question or request it is generally quite 
immaterial what the precise form of the communication wes. In cases 
of this sort, all that is necessary 1s to note briefly on the current file or 
the note file of there is one, or,iftheteis no note file and the communica- 
ttion has been returned in original in the Personal, Register. that a 
reply has beensent, and its gist. For instance, ““ Acknowledged. 
Wth February 1920.” “Replied that we have not information 
14th June 1920.’ “Records forwarded, Ist July 1920.” “Allowed time 
till th October 1920 (Ist September 1920).” “Extension refused. 
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Ist August 1920." This method is pirticularly applicable where a letteti 
or memorandum or proceedings in a printed or duplicated form have 
beenissued, as one then knows exactly what the form of the 
communication was. All that need be noted, instead of keeping 
an office-copy, is the puticulers eniered in the blanks inthe form-letter, 
etc., and the gis' of any.hing added to it in manuscript. The use of 
such form-lettci's is a most important cevise for suving labour andtime, 
and opportucitics for its extention should be watched for constantly 
and seized whenever they present themselves. The observance of these 
rules will save stationery 2s well as labour, not to mention space on the 
recorcracks. In many offices an intelligent use of duplicators is not 
made. it scems to be thought that they are only of use when circulars 
have to b> iss:.ed, whereas they should be used whenever communications 
have frequently to b2 issued identicalin form and only differing in parti- 
culars. Whenever possible, standardized ; forms should be printed and 
used for putiing up notes and drafts and the Collector should continvously 
investigate the possibility of extending the use cf standardized fc1ms 
and should particularly lock into the matter at the time of inspection 
of subordinate offices. 


55. Office-copl:s and fair-copies 10 be typed together when possible. — 
Much time end labour is szved ifin simple cases the office submit a fair- 
copy and an office-copy simultaneously, typed together by the use of 
carbon paper. In simple cases the precise wording is more or less im- 
material, and, evenif the grammar is not above criticis this is of little 
imporiance provided thet there is no ambiguity. Moreover, if clerks 
are encourag: d to take the ‘isk of putting up a feir copy they are likely 
to take mcre care over their drafiing. They should also be quite capable 
of learning to draft cofrectly in simple cases. They can often find a 
president whichthcy can more or less closely follow. They should 
also be furnished with stock paragraphs to be used either separately or 
incombination in simple cases. Whenit is a question of communicating 
some Government Order. or Proceedings of the Board of Reuenue, 
which it is not necessary or desirable simply to send on with an endorse- 
ment, the simplest course is for the drafting clerk to make the requisite 
modigcations aud additons on the order or proccedings themselves — 
in poncil, and the typist can then type office-copy and fair-copy together. 
Where they can be typed simultancously, it saves the time of all concerned 
from the Collector who is troubled with the gle only once instead of 
twice, down to the clerk and the typist, one of whom at least is saved 
the trouble of making a separate fair-copy. Whether in type or manus- 
cript. Moreover about a day‘s delay is saved when office and fair-copies 
are typed simultaneoously 


56. Unnecessary reference and piecemeal freferences.—No reference 
should be made to a subrrdinete officer, or to any one else, which is 
not absolutely necessary. No information should be calied for from 
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a subordinate officer, or from any one else, which can be gathered from 
the records in the, Collector’s office. Such unnecessary references may 
often be aveided by carefully consulting the index, znd trecing and exa- - 
mining previous correspondence. incompetent cr kzy clerks ere fend 
of asking unnecessary questions either to save themselves from troyble 
or to get rid of the paper for the time-being and so reduce the apparent 
pendency of papers. Moreover when a reference has to be mede, greet — 
care should be taken to see that all the points on which a report is required 
are specified and that pro formas for sending replies, are prescribed. where- 
ever possible, A common and very sericus feull, and 2 fiequent ecrse 
of delay, is to call for information piecemeal, i.c., after one reference 
has been answered, a second is made which should have been embodied 
‘in the first. The feults referred to in this paragreph are characteristic | 
- of an inferior class of clerks, and also indicate inecegquete svpervisic x. 
It is for the Personal Assisiant, the Sarishtader end heeds ef secticns 
to prevent them. The Personal Assistant or other cfficer who pésscs 
“Routine ” drafts for the Collector must nct perform his Cuties in e 
mechanical or perfunctory manner and must pzy particuler attenticn 
to the points referred to in this peregreph emong others. 


57. Commeunicajzion of orders on written represeniations——Qn every 
written representation received whether from 2 Gcverrment cei vest 
or a member of the public forma! orders should be passed and a commun- 
cation couched in courteous language should be sent intimating the 
decision. When a written representation is rejected the reasons in brief 
Shonid invariably be indicated in the reply, unless the Collector or the 
head of office specificelly directs will help to assure the recipient cf the 
orders that his request has received due consideration and that it hes” 
not been curtly rejected. When the orders are to be communicated to 
the persons conc¢erned through any other appropriate authority care 
should be taken to see that only the purport of the orders or so much 
of the text as may bear immediately on the representation (inch dirg 
the reasons for the decision) is communicated to the petitioner. The 
full text of the orders should not be communicated, if portions therecf. 
are meant only for others. 


58. Nature of disposal and other particulars to be entered on the drajft.- 
On every draft must be noted clearly whether it is intended to issue gs 
a reference or as a disposal, and the latter case whether it is to be an 
R,ap,a Kau L, or an Ndisposal. Great care must be takento write 
these important lette!s and the section letters and all numbers very clearly 
both on the drafts and the fair copies. This may sound obvious and 
superfluous, but cases have occured in which much time was wasted 
owing to.““L”, having been written so as to look like “p” so that a 
disposal was sought for vainly in the wrong bundle—though one would 
have supposed that the letters L and p were sufficiently dissimilar. 
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Another piece of carelessness is to wire ““B’”’ so as to be mistaken by 
correspondents for “‘ 13” so that in their replies they quote an unintelli- 
gible reference. Itis the duty of all clerks and all section heads to initial 
the above letters in addition to any initials they affix in any other part 
of the file. These initials are to be understood as a certificate that the 
clerk or the section head has considered the proper method of disposal 
of the file. Where there is a note file, a note should end by referring 
to the p:opased disposal of the file as R. Dis., D.Dis., K. pis., or L. pis. 


59. Endorsements or N. references and disposals.— Whenever possible 
and convenient, petitions and communications, official or unofficial 
asking for information should be returned in original, with the reply 
or order, or the call for further information endorsed on them. The 
letter ““N” prefixed to the number of a reference or dispcsal means 
that the papets are sent out in original when an “‘ N ” reference is made 
an “N°? reference slip should be filled up and kept, to take the place 
of the file unless there is a note file. Reminders received or issued on 
a paper that has been sent out with an “‘ N” reference should be ncted 
onthe “ N’’ reference slip or onthe note file, as the case may be. The 
form of “‘N” reference slip will be found in Appendix B. 


60. Replies to reminders.—Much time is wasted in sending replies 
to reminders thet do nct call for a reply. This is quite unnecessary, 
unless the reply io the reference has already been sent, and (hat so long 
ago that the .eceipt of a reminder suggests that it must have either gone 
astray or been mislaid or overlooked. In that case the pcint shculd be 
cleared up and if the matter is of any urgency a copy of the reply sent 
to the origine! reference should at once be sent to the officer issuing the 
reminder. If, onthe other hand, a reminder is received from the superior 
authority, calling for a reply to such reminder, a reply explaining the 
cause of delay should be sent at once. In regard to reminders from 
Government and the Board see paragreph 29 above. 


61. Place of the draft in the file—Drafis should be on a separate 
sheet of pzper, except such disposzls es “ R. Djs.’’, “ D. Dis.”’, “ L. Dis’. 
““Communicatedto... °’ and very simple drafis which may be written 
onthe last sheet of the currentitself,ifthereisrcom. Drafis onseparate 
sheets must be placed below the note file an above the curtent file. They 
must not be tagged to either. After issue, the draft will be tegged in 
its proper place according to chronological order in the current file. 


X Style in Notes and Drafts. 


62. The following instructions will be observed in drefting- and- alse 

in writing motes :—% i. oe ee 
(i) “ Government” will be treated as a plural noun and ‘Boaid’ , 

asa singular . oe ee 


30 DISTRIGT CFFIGE MANUAL 


(ii) The words “instant, “Proximo ”’, ‘Idem’ and “Ultimo °’ 
ave not to be used. They are not necessarily even abbrevictions, end 
the possess no other recommendation. On the ccenirary, they lead to 
confusion and one hes to teke the trouble of locking at the dete of the 
letter to find out what they mean. The names of the months must in 
variably be used instecd. : 


(iii) “‘ The same’? must not be usec instead of “it” or some other 
simple word. 


(iv) Nor must the expression “‘the undersigned ’’ be used. It is 
very ugly and usually, or often, ineccurete, as the perscn who signs is 
vften as a matter of fact not the person to whom the expression “the 
undersigned ” is intended to refer, e.g., the person whe “ view with dis- 
pleasure, etc.,is the Collector, but the perscn who signs is the Porscni] 
Assistant. 


(v) While avoiding slang, one should aim ct an easy natural style 
as near as possible to spoken English. Clerks usually write in a style 
in which they woul’ never talk, however modesi their proficiency in 
that language. Thus ihey habitually use such needlessly formal words 
as “therein”? and ‘“thereon‘® instecd of “in it ” or 
“onit’’, and they have a strange preference for passive verb over 
active verbs (“It is not understood ” for ‘* I do no 
understand ’’, ‘“‘It should bereported for ’’ “The Tahsildar etc., should 
report’) and for nouns over Verbs “‘ the date of issue of the order should 
be reported by him” for he should report when he issued the order” 
particulars that make the style at once vague and clusmy. They Use such 
phrases as‘‘ make their assessment” instead ofthe simple verb “‘assess’’. 
They also prefer long words to short omes (“‘purchase” to “buy”, 
“* commence” to ““ begin”? and “omitted to” or “‘failed to” tothe 
simple ‘‘ did not ’’—the two latter are very common) and often insert 
words or phrases wiich add nothing to the meaning “‘cases of inams”= 
‘‘inams ” *‘ building purposes *” = “‘ building”, “‘ make enquiries” = 
“‘enquire”’). Where “‘omit’’by istelf is proper and sufficient clerksdisplay 
their love ofthe redundant by such phrases as ‘‘ has been omitted to be 
entered intheregister’ instead of simply “‘has been omitted from the 
regisier’’ Another widesPread effor is the use of “‘ for being (instead 
of” “to be” and “for doing” instead of" to do ”’(“‘ returned for being 
stamped’ instead of “‘to be stamped”). If the Collector orders that 
a clerk should be punished ‘‘for being impertinent it does not meas” 
in order to make him impertinert. 


(vi) Foreign or classical words and expereéssions should be avoided 
asfar as possible, and in particular “infra’’ and ‘“‘ supra’ should not 
be Used instead of below’’ and “* above’. Theyare inno way superior 
to their English equivalents. Nor is ‘‘ vide” preferable to “‘ see’ or 
please see” ‘‘Please vide’ in ridiculous. Instead of bonafide” 
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write“ genaine”’, Hideous hybrid words such as ‘filed war” should 
always beavoided. Convenience is not a sufficient excuse for jargon 
ofthis sort. Vernacular words should only beused when their meaning 
cannot be expressed equally well in English. There is no objection 
interlarding what is supposed to be English with terms like ‘* Bhustithi ”” 
Short sentences arein accordance withthegenius of the English language. 
“The Collector’s attentionis invitedtoB.P.......... Heis requested. 
am Geatow a6 is better than “‘The Collector’s attention is invited to B.P. 
rere ne ..and he is requested”. “‘In cases in which” is a clumsy 
phrase for whica “‘ when”, “‘where” of “If” can usually be substi- 

tured. The word ‘‘necessary” iS usually superflows in such phrases 
as ‘‘the nessary entries’, ‘‘ the necessary corrections’’, “‘ the necessary 
instructions’, etc. 


The vague and ugly phrése “‘dotheneedful” should never be uSed. 
Either state difinitely what isto be done or say ‘‘ do what is necessary” 
Or something ofthat sort. The word “‘ avail’? is a very awkward one, 
as it is a reflexive aad also takes “‘of” after it. It is better avoided. 
Moreover, if you do Use it you must not say ‘‘ the leave was availed 
of” or “I availed of the leave’’, still less ‘* he is permitted to avail the 
holidays”. You must say ‘‘I availed myself of the leave’? and so on. 
But why not simply say took the leave”? ‘‘ Available ” also is a bad 
word, Like mosi of the blemishes in Clerical English, it is apparently 
cherished forits vagiteness. TheSecretary was oncetold inthe Boards’ 
office that a register was “‘not readily available”. This might have 
meant mavyhinzs, for example, thatthe book was needed ferreference 
by one of the Members, or had been sent somewhere out of the cfiice, 
or was locked up and the key was elsewhere. The fact was that the 
register had been lost. [tis very annoying to have one’s work increased 
by having to sead a noice back to ask what it means. 


(vit) “‘ Split infiaitives’? snould be avoided, that isto say, write 
“kindly to state’? not “to kindly state”. A very common and equally 
objectionable feature official communication is a similar splitting 
of other verbal phrases, for iastance** The Collectcr will, in the circu- 
mstances now stated, berequested ’’ is more like German than English. 
It is q tite as easy to say ” In the circumstances now staied the Collector 
willberequested to ........ ” Do noi write “‘ marginally noted ” which 
could only mean “‘ having marginal notes’. Write “‘ noted in margin”. 
Simiiarly ‘“‘ plan-marKed”’ could only mean ‘‘marked with plans”(Com- 
pare ‘‘ pock-marked’’) and “‘plaint-mentioned” neither d oes nor possible 
could mean anything. 


-(viii) Instead of such a phrase as ‘‘the figures for 1914, 1915 and 
1916 were 256, 257 and 348, respectively‘ whichis confusing write 
*: he figure for 1914 was 256, that for 1915 was 257 and that for 1916 
tlas 348”. Thisislittle,ifatall,longer andisperfectlyclear. ‘Former’ 
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aid “fatter” should also be avoided as constant sources of confusion. 
‘Stipshod abbreviations such as ‘‘para.” for paragraph should not be 
used. Do not ride any phrase to death. Some clerks begin every letter 
with the pharse “‘ with refrence to”. It is better to vary the phrase so 
as to make it morgdefinite. Say ‘In reply to ” “‘As directed in * and 
goon : or begin in narrative form “‘intheir order......... Ra edie baie 
- Government direct........ ”, Avoid the phrase“‘ with advertence to 
- “Who all” and ‘‘ what all’? are not English but translations of Tamil! 
phrases for which there are no exact English equivalents. In ordinary 

English “incase” doesnot meanthesameas “if”, ‘‘{shalltake my | 
umbrella in case it rains” means ‘“‘ so asto be prepared for rain”. Nor 
does ‘‘ as wellas” mean the same as “‘and’’. {tismuch moreemphatic. 
It would beabsurd to say ‘‘ a man was S feet 8 inches highas wellas 21 

years of age’. But you might well say that he ** was a good painter as 
- well asaremarkable muscian ”’. The unusual nature ofthe combination 

ishereemphasized. Clerks are very fond however, of writing “‘as wellas” 

for “and” aad “‘in case” for“‘if’, presumably owing to the:r pre- 

ference for a longer expression as such. *‘In caseif”’ is.a stage further 

onthe down- ward path. "“ Lamunableto ” for ““Tcannot”, and “‘hand 
over” for “ give’ are other commoz examples of the preference for the 

longer phrase. ‘‘ By the time” is sometimes wrongly Used for then” 

“By that time’’ means’’ thea. By the time “that ° means 

“‘when”. Always be as definite as possible. Some examples of this rule 
have been given above. Use the first person rather than the third as a 

generalrule. The most appalling perversion of the third person constru- 


ction isthe formula ‘““Hasthe honourtoenquire,eic.......... * without 
any subject. “As suck” is often misused. {t is correct to say “Mr. A 
‘was the1 Sarishtadar and as such was bound to report ........ but 


“Mr. A. was not then the Sarishtadar and as such heis not to be blamed’ 
is meaningless “‘ Waile such being the case ’ is afamiliar embelishment 
of criminal complaints, etc. ““ Waile’ is here redundant. Vakils and 
Sub-Magistrates are fond of writing ““the witness would say’ meaning 
that the did say it but that they don t belive him. Apparently thisisdue . 
to a dim recollection of “‘ would have us belive” or some such phrase. 
* Would” implies either a desire to do something, which desire was not 
fulfilled, or that something has not occurred but would do so in certain 
circumstance. Tenses and moods are misused in almost every note or 
' i if “‘ had”’ is one of the commonest errors. The plu- 


draft. The misuse i inti 
“had” is tightly used to emphasize the priprity of one event in 


perfect ; 6s 
the past to aarther. Itiscorrectto say had gone to bed when the 
house caught fire ‘* bat senselessto say’ Lhad goneto bed at 10 O° clock 


last night ° (SI went is correct)—unless the meaning is that you had © 
gone to bed before 10 0’ clock. Cler ks also use the present for the in- 
cempleteperfect e. g. they write “lamr ecord-keeper from 1906 ’.“‘Thave 
been record-keeper since 1906 ” is correct. ‘“‘Government press for a 
reply” should be** Government are pressing for areply”’. ‘* Thefollowing 

4°? is worng. It should be ““are now acting”. ‘‘Act” 


men now act. ; : ae 
meats “‘usially act” or “‘ habitually act”. “‘are acting’* emphasizes 
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the fact that they are doing so now. The future is often - misused, 
‘owing to the unintelligent c»pying of Board’s and Government Orders, 
Yn a Board’s Proceadings the phrase ““ The Collector wilt be directed is 
appropriate because theoretically it is a direction by the Board to its 
Secretary. It is senseless in the proceedings of a Ccllector. Similarly 
“‘J amto say’’ is appropriate in a letter from a Secretary writing under 
instructions, not in a letter issued by a Collector on his own authority 
“< Must have’’ is sometimes misused for “‘ should have’’ or “ought to 
have’’. **Must have done it’? means that he certainly has done it. Cl rks 
use itto mezan that he has not done it but should have. 


(x) Clerks commonly misuse “tii” in a Way that 1s positively mis- 
leading. ‘No reply wasreceived till January Ist’’ implies that «a 
reply was received on January Ist ; but clerks use it meaning that even 
on January Ist no reply had been received. To convey this latter mean- 
ing “upto ”? with the pluper fect is the correct English—* Up to January - 
ist, I had received noreply”. Distinguish “ AU the stamps have not 
been punched “ which is ambiguous from ”? Not all the stamps have been 
punched or “the stamps have not all been punched”’, which mean 
thatsomz2 have been punched and somenot. These phrases ar ecommonly 
confused. ‘*The Tahsildar has yet to collect rupees 1,000” is not 
ordinary modern English. Still has is correct. “Yet’? may be 
used with a negative, e.g., “has not yet applied ’? and is onlyused w'th a 
positive verb in special phrases such as “T have yet to learn’’. “So 
is not equivalentto “very’’. Clerks write “the peon is so impertinent ** 
**{ warned him so many times”? meaning “very impertinent *’. “very 
often” “ Not so bad ” mean “rather good”’, but this is a colloquial 
pirase. Sim'larly, “to”? has generally a relative sense, that is, it 
implies excess relativ.ly to a certain standaid or object, not absolute 
intensity—so to speak—(except in a few colloquial phrases, such as 
** it is too bed’’); but clerks commonly write “it is tco het? meanimg 
“it is very hot’?. The verb “hope” implies pleasurgble anticipation. 
Clerks use it sometimes instead of a neutral werd such as “ think’, ard 
hereby produce comically inappropriate phrases such as “TI hope your 
honour is ill’’. Omission of articles (a, an, the) is a common and ugly 
fault. It is permissible in a telegram for reasons of economy—not 
elsewhere, But articles must be used correctly. Clerks write “ appellant 
is the inhabitant of Puthur “ which implies that there is cnly one inhabi- 
tant. ‘“ Aninhabitant of Puthur” is correct. “ This is serious omission 
should be “This is a serious cmission”. “As to” is a comm5n re- 
dundant form, ¢-2., “‘ The Tahsildar is directed to report as.to “whether”, 
alone is sufficient. So “as against’? or “as compared: with?*-. ere 
commonly used in ccmparing figures, where “against? ox compared.’ 
with? are sufficient and correct- Itis correct fo say “‘ as ccmparéd with’ - 
the: last harvest, the yield was poor“ but not”. the ‘yield was.” 25 - 
paise a8 compared ‘with 50 paise ;last year ?”, _ “As..? means.neéting - 
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in the latter phrase Pseudoaccuracy account for’ much unnecessary Ver- 
biage, say “The Tahsildar is requested to report the number of ‘cases. 
if any”. -If there are none, the Tahsildar will say so. In the si me way 
itis unnecessary to say.. The Deputy Collectcr is requested to repcrt 
whether it is advisable or not to. . . The use cf the word ” ask’ 
instead: of ‘order’? or ‘direct’? produces a curiously impetent effett 
when a lowet subordinate is referred to “The Reverue Inspector may_ 
be asked to report’* sounds silly, | | ve 


On the other hand, the use of such phrases as “at all” “care 
to’’, “in spite of? scmetimes scunds needlessly cisccurtec us as Well as 
unidiomatic, * In spite of 3 reminders the Tahsildar has net at all cared 
to reply” is rude as well as un-English. “It will be enough if the . 
Tahsildar . . .” is not English. “An Englishman woulc say the 
Tahsildar need cnly *. Avcid preterticns words such es “ perultimate”” 
“Tast but one” is quite gocd encugh “ Digict”’ is a hidecus word. 
“English and Tamil” is mcre definite. 


I have the honour to request that ycu will be so gccd as to furnish 
me With inform:tion as to whether is the scrt cf stuff that clerks revct in 
(and yet they complain that they have tco much work). “I have the 
honour to enquire whether” mzans exactly the seme and is not unduly. 
curt. Never use several words where ore will do.”? Do rot wate “make 
an application’ but “apply”. A clerk will write “a label of the value 
of naye paise fifty only ’’ instead of “a fi'ty naye paise stamp’’. Such 
inversions as “naye paise fifty” and addition of the werd “only ’’ 
after any sum of msney are cn place in a bill or cheque—nct elsewhere, 
“In this connexion” at the beginning cf a sentence is a favourite Dit 
of hackneyed padding. It means nothing at all. “In returning here 
with” is a favourite but ugly type of opening phrase It is often 
aggravated by making the subject cf the main sentence different from 
the implies subject of “returning” or by changing to the pass've cons- 
truction. You can say “In returning. . . I have tthe honour to 
point out? You must not say “In returning herewith the statement 
received with his letter. . . the Deputy Collectcr is infomed. 
But this is quite ccmmcnt. On the other hand such phrases as 
“Turning to paragraph 1 it may be observed * and soon (“ Rega rding * 
«“ Concerning Considering ’’, etc.)are uncbject cnable though “Turning 
to paragraph 1, I may observe is no doubt more strictly correct. 


(x) A needless anxiety to avoid repetit'cr gives rise to various faults, 
Sometimes, instead of repeating a man‘s name, a clerk will say “the 
individual ” which is very ugly and also bad English. The uses of: 
“ former and latter’, “ respectively” and “the same’ have been nieh- 
tioned already and also come under this head. Clerks confuse “com-' 
prise ”, “compose ” and “consist” and their recpective constructions. 
They write “the land comprises of three picts” or “is comprised of ” 
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The correct forms are the land comprises consists of is composed of 3 
plots”. They also write “the old building was substituted _by a new 
ong.” or “the old building was replaced by a new one”. “ Dispose 
it of” is a common error for “ dispose of it”, also “tear off” “for 
“tear up ” and “ stick to ” for “stick in” (You can stick a thing “up” 
on.a .wallof course, but not “up ” in a book). “ Stick up to.’ is used 
by.¢lerks for “ stick to.” itselfa slang phrase. “He stuck upto the 
agréement ” is wrong. Clerks also write “slips have been pasted” and 
the.‘*-papers have been stitched ” where “ pasted in ” and “ stitched (or 
preferably “sewn” together” are correct. To “leave off” means to 
stop e.g. “It has left off raining” Clerks use it to mean “let go ”, 
He left him off”? in meaningless. af ae 


My. 
** Applicants 
His _ 
ted mine 7 
of appellants’ “‘ To list” in the sense of ‘‘ make a list of ” 
’ his 


is not good modern English “To list” means either “to listen ” 
(poetic) or “to desire” (cld English, e.g. “The wind bloweth 
where it listeth”’) or “to lean” (nautical, eog.,” The ship listed 
sharply to port”) “Agree” and “tally” cannot be used actively. 
Figures may agree or tally. You cannot “agree” figures or“ tally.” 
them. Generally use unpretentions words rather than pompous ones 
“I went to camp” not “I proceeded ” (almost universal in clerical 
productions), “buy” not “purchase”, “live” or “dwell” not’ 
“‘seside ’ Clerks also for some curicus reason love the word “ portion 
“Part” is much more usual in English. “ Portion ” has some special 
meanings, ¢.g., “ Marriage portion. ” Similarly, “instead of” is much 
more usual in ordinary English than “in lieu of”, which is a phrase 
used mainly in legal documents. ‘“ Moiety” is another legal word 
which should not be used for “half”. “Stamp ” is the ordinary English 
wore not “label”: and “ envelope” or “letter” not * cover’, You 
cannc t say “‘ He told Expressed that he was unmilling”’. It must be 
“he told me that he was unwilling ’’, he expressed his unwillingness ”, 
““he expressed himself strongly”. “I know to speak English” is 
wrong. You must say “I know how to speak English’ Enough of 
money is not English say “enough money”. “Of” follows “enough’ 
when for any reason it is necessary to use “enough” as a substantive 
e.g., “Ihave had enough of this”, “I don’t know enough. . of the 
fanguage to . . ” but “I know enough English . . “None” 
‘for “no one” is obsolute or poetical. Do not write “ None made any 
offer * but “no one made any offer”. Do not say “there is no any 
paper ” Do not say “ there isno any paper ”’ but “ there isnot any paper” 
Do not say “it is not used by any ” but “‘it is not used by any one”, 
Do not say “ this is known to all” but “everyone knows this ” “There 
ismo use of sending” is wrong. It should be “‘it is no use sending ® 
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“it is no use to send ” or “ there isno use in sending”. Do not qualify 
expressicas: necdiessly. To do so produces a flabby emasculated styte. 
Clerks often write “this is not quite satisfactory” when they mean that 
it is “ very unsatisfactory ” Similarly, they put in words like “ it seems ” 
and “it appears ” when there is really no doubt. He was absent in ‘his 
house ”, meaning that he was elsewhere than in his house, is a contra- 
diction in terms; “‘ Absent from” is correct but the ordinary Engtish 
would be “he was not at home ”, or simply “he was away”, or “ Was 
out”. Also is misused with negatives. “He did not address the letter 
and did not also stamp it” should be ” nor did he stamp it” 


(xi) “He put hims2if up at. . ” or “he is put up at” are 
wrong. The correct English (and it is eonloceuialy | is “ ke is putting up 
at”. “ Wooden piece” for ‘ "piece of wood ” is a common error. 
Similarly, clerks were “‘ match box ” for “ box of matches”. A “match 
box ” may have no match in it. It is simply a box intended to contain 
matches. A “box of matches” isa box containing matches 
enquired into the witness is another frequent mistake. You 

‘examine ” a witness and “ enquire into” a case. * But one does not 
“ investigate into a case”? one “investigate it” 


“ Male member ” should not be used to mean “male on * main ie 
You can say “the made members of any family”. Do not say “ my 
family members” but “ members of my family ”’. eg 


Clerks use = through ” meaning “past” and “cross” meaning 

“ went past ”’,e.g., “ went through the temple ”,oricro os the temple” 
You “cross” a river or a road when you go from cne side of it to. the 
other. Do not use such phrases as “has breathed his lost” or “is no 
more, for “is dea “It is high time to do so-and so ” isan ‘idiomatic 
English phrase. “ As it was high time, the court sau as the case 
till next day ” is not English. sat 


In view to do so and so is wrong. You can say ‘ ‘with a ashe 
teducing ” meaning “in order to reduce ”, and you can also. say * 
-view of these circumstances ’’ meaning “ having regard to at = “In 
view to” is impossible. eee 


_ * The Tahsildar should insist on the Revenue Inspectot to reply aan 
wrong. It should be ‘ ‘should insist on his replying a ae 


yee ee Est nt : 
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(X) Disposals. 


63. Different Kinds 0 disposals.-—Disposals are of the following 
classes :—R.D., K., L., N..and F.R.. (“ Retain’) Disposals are those 


. 


that are to be retained permanently, but revicwed alter 30 years and 
destroyed if not required D. (‘ Destroy ’’) Dispcsals are these that 
are to be destroyed after ten years (in atew cases after twenty) (as laid 
down’ in the Board’s Standing Orders) K. (“Keep”) Disposals afe 
thése that are to be destroyed after three years. In (“Lodge ”’). -Dis- 
posats' are those that are to be destroyed after a Year. N. Disposals 
are those that are to be sent out in original for (example,. when the 
disposals takes the form of an endorsement on communication received 
frcmoutside, which communication is returned, cr forwarded, bearing 
suth endorsement). F. Disposals are those that are filed (see. section 
on Filing below). All R., D. and K. Disposals are indexed, and thereot 
necessarily registered. Government Orders and Boara‘s Proceeding 
marked “ F ” are registered but not indexed if marked “FI.” 


- 64. No disposal number under this system.—Under the Disposal 
Number System—as its name implies—a fresh number was assigned 
40 ‘a file after disposal, ard it was entered in a register, callca the 
Disposa ‘Register, or Disposal List. All this is done away with, undey 
the “Tottenhzm’ system. No new number is given to a paper on 
disposal, but the letter “R“, “D“, “K““L“ or “N“ is pre- 
fixed to us. ‘ Current “ number cr it is marked “F“. The same 
letter is entered in the disposal column of the Personal Register, with 
the date of disposal and on the index-slip if the dispcsal is indexed. - 


65. Disposal jackets—R. and D. Disposals are put into brown paper 
‘ Disposal jackets.’ On the out side of these are boldly marked the 
name of the department and office, the number of the current, preceded 
by the letter R. or D. the date of disposal, the number of pages in the 
file, the year of revicw if the file isa R.: Dispesal, and the year of 
destruction if the file is a D. Disposalto be kept mcre than ien years, 
Nothing else is to be written cn the outside cf the jacket, nor is the — 
despatch seal to be stamped on it. No purport or “ Title “ is to be 
written on the jacket. Dates cf fair-copying, etc., are not be noted 
on it. On the inside of the jacket the ‘‘ Back “ numbers (that is, the 
numbers of previous files bearing on the same subject c r clo sely connected 
subjects, which are likely to be required fcr reference, should the 
disposal itself ever be referred to in the future) should be carefully marked 
and similarly the number of the disposal should be marked as a “‘ Forward 
Number ” on the inside of the jackets of all the “‘ Back Number ”’ file. 
‘* This Chaining ’’ ismostimportant. Inthe case of R. and D. Disposals 
the subject clerks will attend to it. In the case of filed papers, the 
entries will be made by the record-keeper on the papers themselves as 
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they have no jackets. K. and L. Disposals also have no jackets, but 
in their case no chaining is necessary, in the case of ““N ” Dispc sals 
either the gift or if the precise wording is important acopy of the ““N ” 
Disposal must be entered in the disposal column cf the personal repister. 


66. Premature disposals —The practice cf closing a current merely 
because it has been pending a lorg time and opening a new current is 
most pernicious and is strictiy prc hibited. Great care must also be taken 
that no ccmmunication to which a reply is expected is given a disposal. 
Such irregular disposals either falsily the statistics ct pendency, or 
render it impossible to watch for and enforce the submission of replies 
to reference, or both. Such irregularitics are very sericus. On . the 
other hand, a disposal should be given to every communication that 
closes a file. The practice of treating such cc mmunicatic ns as references, 
and subsequently recording them, is an absurd waste of time. 


67. Keep and lodged disposals.—Under the Dispcszi Ni mber System, 
it has been usual to waste time in this way as a matter of course in the 
case of lodged files. Where a communicaticn issucs and after that 
the papers ere Icdged or closed it has been usual to issue the ccmmuni- 
cation as a reference and then to put up the file again to be Icdged or 
closed thus unnecessarily trovblir.g the head cf the c flice or scme one 
on his behalf with the seme file twice over. Such cc mmunication will 
be marked “K.*”? Dis. or “L’?. Dis and the papers retained in the 
office will be marked in the same way, and will be sent to the record 
room after the communicaticn has been despatched. Withcut any 
further orders. 


. 68. Call book.—The orders in the next paragraph may be regarded 
as to some extent a qualificaticn of the orders in paragraph 66 above. 


69. The Board and Government scmetimes call fer a repcrt to be 
submitted after a year or so, e.g., on the working cf scme rules, cr 
on the adequacy cf scme establiskment, cr the need fcr resting if, 
Sometimes the Collectcr may call for such reperts frcm his subordinate 
officers. Such “calls need net be kept “cpen” till the time to 
teply to them arrives. They may be closed scon as everything that 
can immediately be dcne has been dcne, and will then be entered 


OG 


= 





in a separate register in Form VIIE given in Appendix B so that they 
may not be lost sight of: The sante thing may be done when a paper 
cammét be dispersed of tilla suitis decided, which may take years, and 
an’ other similar CaseS:° . | oe os 


(ii) No paper should, however, be transferred to the Call Beok 
uriless no action (not even the issue of reminders or the receipt and. 
filing replies on it) is due to the office for to period of six months, 
whether,. that period ends with a half-year or goes beyond it. ~~ 


iii) Tnere should be only one common Call Book for the 
whole office, the entrics in it being made consecutively with 
letter and number of the concerned clerk against each entry. It should 
be in the custody of the tapal clerk who will be responsible for its proper 
maintenance. Cases should be entered in the Call Bcok only on the 
specific orders of the head of the office. In the Collector’s Office besides. 
the collector and the District Revenue Officer the Gazetted Personal 
Assistant to the Collector may also authorise entries being made in 
the Call Book. The current number relating to the case should at the 
same time be rounded off in the new case register with the Call Book 
number and date noted in column 3 thereof. As soon as this done, 
the file concerned should be put in a blue jacket loosely filed and sent 
to-the record keeper who will acknowledge it in the last column of the 
New Case Register and place it in a shelf in the record room reserved. 
for the Call Book files and thereafter the file will be subject to the rules 
governing the receipt into and issue from the record rcom. 


(iv) When the time for action as noted in column 5 cf the Call 
Book arrives, the tapal clerk should prepare an extract and send it to 
the subject clerk in time for action. At the same time the current should 
be entered afresh in the personal register, the old current number 
being revived (i.e., re-entered) therein accompanied by a fresh new 
case number.. Column 2 of the personal register should, in these cases, 
be filled up as follows :— : 


4847 


3584 


‘where 4847 is the new case number on revival and 3584 is the criginal 
current number. (In the correspondence taking place after the 
current is revived, the current number assigned at the revival should 
be quoted). As soon asthisisdone the entry in the Call Book should 
be rounded off with the “‘ fresh new case number and date of revival 
in the personal register’ noted in the fast column. 


(v) Deleted. 
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10, Periodieais,—No periodicals should be ‘entered in the. Personal: 


ae 


Register (except in the circumstances explamed beicw) or be indexed, 
as such. Every periodical due to or by the office is assigned a number _ 
ig list of periodicals. This number is a permanent cne—that is, it . 
does not vary from year to year. Where an out-going periodical is 
complied from, or is identical with, an in-coming periodical, the 
same number will be assigned to both the out-going and in-coming... 
pericdicals. Ordinarily, an in-coming or out-gcing periodical will 
merely be entered in the Pericdical Register (for fcrm see Appendix -B), 
the cnly entries required being the number of the pericdical and the 
dates of receipt or despatch of both. - If any correspondence should 
arise in connexion with a periodical, a separate current will be opened. 
In Connexion with the appropriate Personal Register, and: the number 
of the return will be entered in the “ purport ” column in that register, 
while the current number will be entered in the Periodicals Register 
in the remarks column. Reminders relating to periodical will also 
be entered in the latter column :— - eb 


_ The Periodical Registers should, where no case entered in it is per.d- 
ing, besent to the records and the acknowledgment of the record-kee per 
obtained on the first page of the new register. . 


Each subject clerk should maintain a Periodical Register for returns 
due to and from time. The clerk,’ in filling up the headin g of this regis- 
ter at the beginning of the year, should leave sufficient pace to allcw 
of the complete entries for the yezr beirg inserted urder cnekcadirg. 
This is particularly necessary in the case of returns which are received 
from a large number of subordinate and at comparatively short intervals, 
€.g., monthly or fortnightly. In such cases a number cf pzges 
may be required. Appendix B, Form XII, shows an economical 
way of entering a monthly return received frcm a number cf subordi- 
nate offices. Printed or typed slips might be pasted in the Pericdical 
Register for this purpose, if manuscript takes up tco much space. 


In order to check delays in the submission of periodicals, there 
should be attached to the front page of the pericdical register of each 
clerk—a calendar showing by month and date, all the pericdicals, the 
due from his seat and each section head should also keep a caler dar of 
all in-coming and out-going periodicals relating to his secticn, clerk 
wise and date-wise and scrutinise the abstract every dey and see that 
action is taken promptly. An advance list of pericdicals should also 
be got prepared for each section at the beginning cf each week with. 
a view to enable the section head to watch the prcmpt receipt and 
despatch of periodicals, | | . : : 


The periodical register should, when no case entered in it is perdir g, 
he sent to the records and acknowledgment of the reccrd-keeper cleimed 
on the first page of thet new register. 


(Board’s Ref. T3-20, 13/66—1, dated 4—1—1967.) 


-, DISPOSALS. | 4}. 


AN: Periodical not given disposals nor indexed—Periodicals will 
in. no case be given a R.D.K. or L. disposal. They will simply be filed 
that: is, they will be arranged in an annual bundle in which their order 
willbe determined by the periodical number referred to in the last para- 
graph... They need. not obviously be indexed, as this arrangement is 
“ self-indexing ”—that is to say, one knows where to find a given pericdi-. 
cal of any year without referring to any register, unless it be to refresh 
one’s memory asto the number of the pericdical required. 


XII, Fair Copying and despatch. 


72, Fair-copying.—As soon as a draft has been appreved, the ‘clerk 
dealing with the file will send the approved c ffice-ccpy to theSuperinten- 
dent, Fair-copying Section, with all enclosures that are to accompany it, 
The clerk will first see that full instructions are noted on the draft, such 
as; wheter it is a reference or a disposal and if a disposal, its natural, 
R.D.K.L.orN.; the person orpersonsto whcm it isto be sent, and if 
the whole of it is not to be communicated to all of them, the porticns 
to be communicated to each ; the enclosures that are to accempanyit ; 
whether any, and ifsc, how many spare copies are required fcr any 
purpose ; whether the communication shculd be sent by registered 
post and if so, whether the addressers acknowledgment is necessary ; 
and whetheritisurgent,orveryurgent. Itisa‘‘Retain” or“ Destroy 
disposal, one of the two index slips prepared in acccrdance with the 
instructions in paragraph 109 below will be attached to the disposal. 
When final disposal are sent to the Superintendent Fair-copying Section, 
the clerk should obtain his initials in the last cclumn of the Personal 
Register. : 


93 and 74. Cancelled. 


73. The Superintendent, Feir-ccpying Secticn, willsee that all the 
necessary instructions have been ncted cn the cffice-ccpy and whether 
in the case of a “Ror “ D ” Disposal, an index slip has been attached 
to it and willenter it in the Fair-copying Register. He willthen given 
it:to the typist to be typed, at the same time giving him any instrictions 
that may be necessary or calling his attenticn to any pc int of importance. 
Ifany other papers have to be copied andsent asenclosures to the draft he 
willhandtheseovertc the ypist, withsuchinstructicnsas may beneces- 
sary. The typist will type the drafts in order in which he receives them, 
except of course that urgent papers will teke precendence cf those that 
arenoturgent, and very urgent papers of those that are merely urgent. 


. At the head of every fair-ccpy will be typed the werds “‘ In all future 
correspondence please quote number (here the secticn letter, clerks” 
number ifthereisone and current number, precided if it isa disposal by 
R.D.K” or L will be typed) and the title.” 
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76. The Collector and his Gazetted Assistants should make surpiise 
inspections .of the  Fair-copying Section and investigate whether 
the fair-copying and despatch are done promptly and- compare the: 
stamp account with the actual stock forms, should scrutinise the - 
papers in the despatching clerk’s pigeon hole almirah. Such surprise 
inspection will keep the staff on their toes and be an effective. safeguard 
against delay in fair-copyanddespateh. tees 


77. After signature the papers will be returned to the Superintendent 
Fair-cc pying Secticn, who willhand them cver to the despatcher for 
’ despatch. He willenter his initials and date of despatch in the preper 

column of the Fair-copying Register. Befcre despatch the papers 
will be tagged together in the usual way in a single file, arranged with 
the fair-copy on top, and beneath it and enclo sures, statements, etc.,— 
that are to accompany it. Papers will be folded once lengthwise (except 
communications consisting of a single sheet of fellscap which¥may: be | 
folded twice breadthwise), and put into the smallest envelope that wilt 
conveniently hold them when so folded. Enclosures such as maps, 
sketches and plans which cannot be easily fcled in beck form, cr ere 
liable to be damaged by-felding, must be detached frem the file and sent 
separately. | i 


78. Envelopes, sizes, ete—Confidential papers must be. pleced:in 
double envelopes, the inner one alone marked “ confidential ” and 
subscribed with the addressees’ name and the outer one bearing the 
official designation and address of thec fficer for whcm it is intended. 
All urgent communications to Government and the Board must’ be 
marked “urgent ”’inredinkonthe envelope as wellason the communi 
cation itself. Letters, etc., to be sent by post must be weighed and 
properly stamped. They must also be franked. - 


79. Valuables.—Valuables intended fcr despatch to other offices 
will bz put into envelopes or packets, in the presence of the Superirten- 
dent, Fair-copying Secticn. A description of such valuables must not 
be endorsed on the outside of the envelope ; in fact the content s of 
“covers ” (the numbers ofthe communicaticns enclosed in them) should 
never be written on them. There is no advantage in dcing so.. A 
certificate of posting will be obtained foreach letter crpecket containing 
valuables. inless it is sent by registered post. Such certificates ‘and 
the receipts for registered letters, etc., will be care fully filed in the Eair- 
copyingSecticn. 


80. No despatch register—Despatch by post and local delivery book.— 
As stated in paragraph 23 above, no Despatch Register is to be main- 
tained other than the Fair-copy Register. Letters, etc., intended for 
offices and othersliving in headquarters will, as far as possible, be delivered 
by the office peons, and not be sent by post. They will be entered, 
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nature.of the person to whom. they are delivered will be taken in {he 
token intended for the purpose, The despatehing clerk will exaniiged 
thedespatch by post and local delivery book daily, and see that ,the 
Jetters, eto., entered in it have been delivercd ard ackncwlecgca. 


81. Despatch-stamp.—The despatch-stamp is to be stampcd oni the 
office-copy if there is one. In the case of “N”, References, it will 
be stamped onthe ““N”. Reference slip, in the case of other reicrenues 
of which no office-copy is kept on the note file if there is one, and if there 
is NO note file on the page of the current file on which the order to issue, 
or the gist of the refererice is recorded. Whenan “N”, Disposalis 
issued the despatch-stamp will be stamped against the number in the 
Fair-oopying Register if the disposal has been entered init. Jf it has 
not been so entered, the despatch-stamp must be stamped in the dispesal 
column of the Personal Register against the corresponding entry. In 
the case of an “‘ X.N. Disposal” it cannot. obviously be stamped any- 
where, unless the disposal has been entered in the Pair-copying Register 
which is practically certain never to occur. Instructions in regard to 
eas of the stamp account will be found in paragraph 25 
above. , 


XII, Recards, 


‘82. Arrangement of records after disposal—After 3 disposal other 
than an “ N ”, Disposal has been despatched, the file will be sent. ‘to 
the record-keeper by the Superintendent, Fair-copying Section. The 
record-keeper will acknowledge itin the last column of the New 
Case Register. He willseethatthe files are in order, properly arranged 
with their pages numbered (the current file in rec ink, and the note 
file in black ink, as already ordered—the pages willnot be renumbered, 
after disposal in one continuous series for current and notes), the jackets, 
ifthey are ““R”,or “D”. Disposals, properly marked on the cutside 
and the back andforward numbers marked inside the jackets as directed 
in paragraph 65 above. He willalso sorutinize the pages of the files 
for signs of stamps having been removed. He will detach the index 
slips fromthe R.and D. Disposals and file them in bis bundles in the 
manner laid down in paragraphs 110 and 111 below. He will then 
put the disposals away in their proper orden 


82. Disposal bunales.— There will bee separate series of bundles 
for“ R”,“D”,*K and “UL”, Disposals, respectively, and in, 
these the files, or papers, wil] be arranged in order of their current 
numbers. These willbe of course not forma ccntinucus series in any 
one bundle but that is quite immaterial, and will not give rise to any 
difficulty in finding any partciular paper or file if its rumber is known, and 
it isin proper bundle and inthe proper place inthe bundle. “‘L”’, Dis, P. 
{Distr.)’ disposals will be arranged in order of the distribution numbers’ 
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_. The arrangement of “ Field" papers will be explained below in the 
pafagraphs on filing. _ After he has put a disposal away in its place the — 
revord-keeper will put away in their places any papers that were“ put up bs 
with it for reference, marking them as received back in the “ Record 
Issue ” Register. He will also remove the dummy slips putin their 
places on the racks. 3 
‘i, 84, Piling—Definition.—Papers which are arranged in recoics, net 
in the R. D. K. or L. bundled according to their current num: cr, but 
inspecial bundles according to their subjects, are said to be” liked ..”” 
They should be kept loose, arranged according to their own numbers 
or: chronologically, as explained below, between record boarcs fust 
aslodged paper were kept under the old system. Of these papers 
there are four classes which are dealt with below. 


- 85, (2) Government Orders and Boara’s Proceedings.—A. 1, Goven- 
ment Order and Proceeding ot the Board of Revenue on wh.ch no 
spécific aciion has to be taken, or no action beyond communica: mg 
them to officers subordinate to the Collector for ‘‘ information and 
guidance °° (and very larger numbers of such orders and proceedings 
are received in most ofBces) willgenerally befiled. Government Orders 
and Board’s Proceedings which contain reviews cn periodicals cr are 
connected with them mey be filed with the ecuncetec Peric dicils, and 
these which are of purely ephemeral in:erest and do not deal with 
questions of policy ard principle or important matters of fact may be 
given the approprisie disposal (generally “ L. Dis.” or “K. Dis.” 
but occasionally “ F’’?) which they would get if they did not emanaie 
from the Board or Government. A separate bundle wil} be opened 
inthe record-room for each series of Government Oiders, or Boarc’s; 
Proceedings, e.g., one for Government Orders, Revenue Depertm nt 
another for Government Orders, Finance Depariment ; another . for 
Proceedings of the Boerd of Revenue, Land Revenue, and so on. Jf 
these bundles.the Government Orders or Board’s Proceedings be arran~ 
g-d:scearding to their owa numbers, that is to say, G.O. No 100, 
Revenue, will come betore G. O. No. 120, Revenue, and the latter wilh 
come before G.O. No. 136, Revenne and so on. 

86, Field papers not registered—When indexed.—As arleacy siatec, 
these papers will not be registered at all in the personal registers thcugh 
they will bear Distribution Register Number—vide paragraph 16. There 
is obviously no object in doing so. We register papers in order. to 
wetoh correspondence releiing to them or in order io have a number 
to arrang2 ihem by in our records. In these cases, there is ex hypothesi 
no correspondence to be watched, and as for the arrangement of the 
papers, they already have their own numbers, which are just as con- 
yenient to atrange them by zas any others. such papers will be 
indexed if they are marked “1” by compzient authourity 
Papers which.are to be filed in this way will be marked *fF’’. 
If rhey are no’ marke* ‘F’ by the Officer opening the teppay, 
the “4F”. Disposal much be approved by he Collector, or officer 
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si8ning for the Collector, just like any other disposal. After “F” 
the numaer of the “File’’ will be written boldly. A staudardised 
list of “Record files”? will be found in Appendix D. Eaeh head 
of an office must follow this list, These papers will not be ptt 
in brOwn paper jackets, which is a mere waste of stationery add 
space. 

&7. Saving of work compares with disposol manber spstem.— 
Under the disposal number system. every one of these papers was 
entered first in a Current Registcr, then probably in a distribu- 
tion register, then in a personal register, in the first and last of 
which a purport (vsually lengthy) was entered, then put into a 
jacket on which the purport was written again, then given a 
disposal number, and entered in a disposal register, in which the 
purport was written again and if of importance it was also indexed, 
and the purport was written again. It will readily be seen how much 
time and labour is saved by the new system. 


88. (ii) Periodicals—There will be a periodical bundle for each 
year, and inthe different kinds of periodical returns will be arranged 
in sub-bundles. The sub-bundles will be arranged according to the 
periodical numbers (paragraph 70 above) and the individual periodicals 
will be arranged in th: sub -bundles, chronologically. With an out- 
going return will be field any in-coming return, or returns from which 
it is complied and correspondence that has arisen in connexion with it. 


89. (iii) General record files—Some other classes of papers 
should be dealt with on the same principles. These are cither papers 
which it is convenient to keep together for purposes of reference (for 
example, papers relating to appointments and leave), or circulars and 
communiques in respect of which the remark in the last-paragrpah 
about Government Orders and Proceedings of the Board of Revenue 
are applicable, or papers which would ordinarily be loged, but 
which it is convenient to keep in a separate bundle to facihtate re- 
ference to them when it may be found necessary. Suitable opport- 
unities for extending this system should be watohed for as its eXten- 
sion saves work in these General Record files, the papers will be arran. 
ged According to their own numbers when that is feasible—i.¢., when 
the contents of a bundle consist of one series of communications 
with their own numbers,—and otherwise chronologically. 
90 to 98. Cancelle”, 

99. (v) Passport applications—Applications for passports and 
visas.and corrections thereto should be registered in the persofal 
registers of the olerk in the District Magistrate’s office who deals 
with.them in the ordinary course. _ _ | er 

“2100;: Roneo number—Alpha. system of filing. —This system -.. mpy 
be used for confidential] paperes that the Colfector keeps.in his cwn 
custody and other papers that he wishes to refer to frequently. 
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It-is .useful. for ..demi-official correspondence as it enables such 
oeorrespondence to be numbered without being registered and to 
ibe. found when required without being indexed.“ This systerh .of 
filing requires special furniture inthe shape -of.a  filing.case’ with 
gge or more drawers in which files of foolscape size cai be arran- 
ged vertically witha ‘“‘compressor” that is, a sliding’ support io 
keep them upright. A vertical, as opposed toa horizontal. system 
of filing, is one in which the files, are not Iaid one’ above’ the 
other, horizontally, on shelves but are kept side by side, vertically 
Under. this system there is no separate index. The papers’ them. 
sleves are kept in numbered “folders” —oardboard wrappers— 
line the cover ofa book but with one flap projecting further than 
the other, and provided with tabs numbered either from 1 to 5-or 
from 6to9and 10. These folders are placed vertically inthe speciat 
ease or drawer, back downwards. They are separated bya number 
of red aards called guides. There isa guide fora letter of the 
alphabet or fora sub-division of the alphabet according to the 
needs of different offices. The letter or the sub-division of: the 
alphabet is shown on a celluloid tab attached to the top edge of 
the guide. There are cages numbered from 1to 30 ruled on the 
guids. When the first paper is to be filed the appropriate guide is 
taken out and the subjeat of the paper is writen inthe first cage on 
it. For instanee, if the subject were ‘‘Archeaelogy”, the guide 
bzaring the tab inscribed “A” or possibly’ Al to At’ (according 
to the sub-divisions of the alphabet in use would be taken, and the 
subjact would be entered in the case membered 1 onit. A folder 
would be taken.alithe tabs except that hearing the same numbers 
asthe oase (viz 1) would be cut off, the paper would be placed: in.the 
folder, and the red guide would be placed in the proper order in 
the. recsptacle with reference to the other and guides,and the 
folder next to,i.e., behind it. Should a paper of which the subject 
is “Asits Act” be the next paper to be filed falling under the 
sam: ister or sub-division of the alphabet. “Arms Act” is entered 
jmoxse 2 the paperis placedina folder from which allthe tabs except 
No.2 ave been removed, and the folder is placed next to folder 
No. 1, i.c., behind it. There is 3 blue miscellaneous folder for 
each g ‘de. Inthis will be filed correspondence relating to subjects 
or oo: 2spondents for which or whom it is not worth to oper 
sen-ra‘: folders. These blue folders bear the abbreviation “Mis.” 
an? th. number of the corresponding guide card correspondence 
field in them will also be numbered “Mis. No—”, the numbers 
being that ofthe folder. If necessary, here also the individual 
casesin a single folder may be given numbers. AHthe papers ina 
folder wil] not relate to the same individual case, though they will 
alt relate tothe same gereral subject. Paper redating to the same 
individual case should be tagged togethers. The sabject ot each suck 
case should be noted inside the folder (thera is sometimes a printed 
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-cage there for that purpose),.and these subjects ‘should be num-. 
‘ered serially.. The reference to be marked onan individual out- 
gothe letter, and also on each letter received, will always consist of 
‘three numbers separated by dashes, for example. **12—~4--5”? 
“Where “12” isthe number onthe puide (it willbe noticed that they 
“are numbered as wellas lettered for this. very purpose). ‘‘4” is the 
himber onthe folder, and “5” is the number assigned to. the. 
‘individual case within the folder, as iust described. “ 
01, Confidential records —Confidentia 1 records which : ‘they. 
Collector does not’ think it necessary to retain in his own ousicdy 
willtte kept bythe Sarisktedar inan almirah of which he wiil 
Reep the key. They. will be registered inthe ordinary way but 
no title willbe entered inthe register. It will be replaced by the 
word “Confidential Confidential correspondence wiih which 
the Collector details himself willbe filed either in the road to number- 
alpha vertical filling case or in the Collectcr’s confidential elmirah. 
‘The later should be divided into pigecn-hole. Each pigecn-hole 
should havea number (Roman) and he allotted toa ceriein general. 
‘Subject [e.g.] “Titles”, “Deputy Collectcr’s List”, “Political, a 
list should be kept inthe almirah, pasted on card-bcaid showing 
the subject to which each pigeon-hole is allotted. In each Pigeon- 
hole, the papers should be made up into one or more files zs may 
be convenient. These files should have sub-numbers (e.g., in 
pigeon-hole No. XIV, the sub-numbers willbe XIV, (1) XIVV (2) 
and so onj. The pages of each file should be numbered. 
An. outgoing letter well bear the number of the pigeon-hole, 
foliowed by that of the pageof the file where the cffice 
copy will be found (e.g. XIV-(2)-248, where XIV is the 
number of the pigeon-hole, (2) is the number of the file in that 
pig on-hole, and 248 is the number of the page in the file where the 
offics copy isto be found). There should be a oard-index in this. 
almirah. Each card should bear the name ofa person, ora subject 
followed by reference to the papers in the various files relating to 
the subject or person in question, indicated as just explained [e.g.,. 
Ramaswami Ayyar A. B];  [II-(3)-28, V-(1)-109-X1V-(3)-297.] 

102. Demi-official correspondence.—Demi-officia] correspondence. 
whioh is kept bythe Collector, and is no filed in any ourrent 
‘file willbe dealt with in the same way as the Collector’s confi- 
dencial correspondence. it will usually be filed in the roneo file 
as-‘long as itis “current” or likely to be required for reference: 
‘frequently, and after that either destroyed or transferred to the: 
Geilitector’s confidenticl almirah. The reneo file willalso be used to 
keep any other papers that the Collector may at any time reauire: 
“fee reference, such asthe Special Branch File, the Public Service- 
“Motification, tne Estabushment List, Office Orders the Board's: 
inéome-tax Circulars, eta. oe 
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103. Ferticat filing ef records ——All records will be filed -an the - 
-record-racks vertically, thatis, side by side, cnedge, not piled. on 
top of one another (or “horizonally’’). The vertical arrangement 
makes it much easier to take out records and replace rhem. 
Instead of having to teke down a heavy pile of records, search 
for the one required, take it out, and then replace the pile. on 
the sheli—one merely has to separate the files lightly to enabl: 
one io see their numbers. and can taxe out the Tequired without 
further disturbing the other. Thisis the obvious way to keep 
records. Itisthe way one keeps books ina library. No one would 
dream of keeping books piled in heaps, one on the top of-the other, 
so that one could not get at one book without one could not get at one 
book without moving a few dozen others—and there is no reason why 
shouid b2 arranged in such an inconvenient way either. os 


104. Issue of records—Olerk are not_to enter the record roam 
and take out records for themselves. They must obtein records 
required for reference by sending the prescribed printed requisi 
tion slips properly filled into the record-keeper. One feceipt of 
the requisition slips in the record-room, the record-keeper will see 
that the records are promptly taken out, that the slips are putin 
their place and that the records issued are entered in the record 
issue register which will be in Form XIV of Appendix B, The 
record issue register and the records taken out will then be — sent 
to the concerned clerk who will at once acknowledge the receipt 
ofthe records inthe register and return it to the record-keeper. 
When the record-keeper receives the records back, be will see that 
their receipt is duly entered in the record-issue register and that 
the requisition slips are returned forthwith. In case the record 
wanted is on found, the requisition slips should be returned to 
the concerned clerk withan entry to that effect. The clerks must 
return records that have been taken out for reference directly. they 
are done with. The record-keeper is solely responsible. for the 
proper maintenance of the record-issue register and he must see 
that the records taken out of the record-room and not kept ‘back 


by clerks unnecessarily. 


_ Fo ensure the regular and-systematic return of records to - the 
record-room, . the reoord-keeper should prepare on the first of every 
amonth an arrear list for each ‘section for all records which 
rave been absent trom the record-room for more. than fhree months 
together with the name and designatien ot the clerk to- whom éaeH 
record was issued. and the date of its ‘issue. Heshould. at thé 
«came time furnish am extract from the arrear lists separately each 
clerk fo enable “him: to ‘éheck.. whether. the files veferred: are teil 


yo 


with himandto return them when no longer. ... 00:0) 6 cn 


réquired for reference. While ceiurning the extract fromm the arrear 
list sent by the record-kzep2r, each clerk should certify against the entry 
refating to each record, that the record is physically availableand it is 
still required for the file for which it was iaken. The record taken for 
one fyle should not th transferred to another file, without the. old 
requisition being replaced by a new requisition for the new file. 


When the record-keep2r has to get back a document which has been 
filed ina Civil Court, he should note onthe req «isition slip and in column 
10 ofthe Record IssueRegister sent to Civil Court, vide curvent No....... 
such slips need not be renewed. | 


Clerks should rzturn their arrear lists promptly to the record-keeper 
after taking the necessary action. The record-keeper should then 
compare the consolidated arrear list with the clerk’s arrear list, carry 
out the necessary alterations in the former and submit both the arrear 
lists to the Collector onthe 10th of every month or if thatis a holiday 
or Sunday, on the first working day after the 10th. 


105. Custody of the key of the record-room. —The record-kzeper is on 
no account to take the key of the record-room home with him. He 
will each evening put it in a bag, seal it, and hand it over to the police 
guard of to the night watchman in places where there is no police guard. 
The office seal should be in the s2fe custody of the record-keeper after 
the closing of the record-room. The next day wh-n the record-keeper 
or his assistant takes over the bag conteining ihe ky of the record-room, 
he should verify whether the seal of the bag is inact. The office seal 
affixed to the bag should be in the custody of the record-keeper. On 
no actount the seal of the office should be made available to others. 
A register in Form XQEII of Appendix B should bs mainteined for the 


purpose. 


106. Destruction of records.—Records must be destroyed punctually 
after the periods p:escribed for records dealt with under the disposal 
mumber system in the Board’s Standing Orders. Records should be 
kept for a cleas period of 1,3, 10, etc., years (according es they are L.K.D, 
etc., disposals).In calculating the pericd of retermion, the yeer of dispc sal 
and. the year in which they are actually destroyed should be exlcuded. 
Lodged papers will be destroyed afier one yeer. No detailed list of them 
will. be prepared, but a list of the classes of records :o be destroyed. 
¢* Lodged Disposals of 19, D. Disposals of {9 .cxcept Nos. 
and so on) will be put up and approved by the Collector. The entry 
“T)” before the disposal numbers will be zltered by substituting “R” 
on.the jackets of the files ordered to be retzined permanently by the 
Collector. If the Collector orders that a “D” Disposal. file should be 
retained. not permanently, but till 2 certain year, the file will be transferred 
ta the D. Disposal bundle of papers ripe for destruction that year, the 
fact Being noted on the jacket. After the papers have been destroyed 
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the Sarishtadar will certify at the foot of the list of records to be destroyed 

that the papers in the list have been destroyed, except such as have been 
ordered to be retained permanently or for a certain period, which files 
will be specified by their numbers. These lists will be carefully filled 
and preserved in the records room in a special bundle. 


“The following instructions should be followed in the matter of 
review and destruction of R.D.’s files -— os 


Offices of the Revenue Divisional Officer, Tahsildars and Deputy 
Tahsildars.—The Revenue Divisional Officers, Tahsildars and Depuiy 
Tahsildars should personally scrutinize the R.Dis.files in their respeciive 
officers which are 30 years old and record the results of their reviewin a 
list in Form XVILin Appendix B. The inspecting officers should make 
test check during the course of the inspection and record their views in 
the list. The orders should be implemented only after the annual in- 
spection of the office is completed. | 


Collectors offices.—The Collectors should personally scrutinize the 
R.Dis files in their offices which are 35 years old in respect of records 
prior to 1927 and 40 years in respect of records of subsequent dates and 
record the result of their review in a list in form XVII in Appendix B. 
After filling columns (1) to (5) of the list, it should be sent to the Secretary, 
Board of Revenue (Land Revenue) by the 15th January of every year 
(without the records). The list should be scrutinized in the Board’s 
office with reference to the “Short titles” of the files and with due regard 
also to the fact that some files through not required for administrative 
purposes, may still be proposed for retention for historical purposes 
either at the Collector’s office or in the Madras Record office. After the 
scrutiny in the Board’s office, the list should be put up to the Members, 
the districts being allocated to them for this purpose, taking also into 
account the distribution of the inspection programme for the year. Each 
member may carry out a test scrutiny and then record his comments 
if any. If the Member wants to check up any files before giving his 
decision, he can take the list with him when he visit that district next, 
or if he is not likely to visit the district next, or if he is not likely to vist 
the district during the year, the scrutiny of the files may be entrustedto 
the Member who is going there soon. The Collectors should await the 
Boards’ orders on their lists before proceeding with the destruction. In 
the case of districts to be inspected in the particular year, the test check 
can wait till the inspection by the Inspecting Member. ~S 


107. Destruction of field records._Income--tax files and Abkari 
shop files will be kept for ten years. In regard to the general destruction 
of record files the Collector’s orders should be taken annually. A list 
of such files of the previous year should be put up and his orders taken 
how long each should be kept. The year of destrvction should then be 
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noted on each bundle. Filed Government Orders and Board’s Pro- 
Geedings will be regarded as “D”’ or “K” Disposals, if they have not been 
indexed, and as ‘‘R”’ Disposals if they have been indexed. Periodicals 
will be dealt with accordirg to the ordersin the Board’s Standing Orders. 
The registers mentioned in Chapter V will be destroyed after the periods 
specified against them in Appendix J. 


XIV. Indexing and Titles 


108. Introductory—Indexing under the disposal number system.— 
Indexing is of the utmost impcrtance. Under the disposal number 
system it was not at all satisfactory. There were no instructions laying 
down the general principles to be observed, and there was no compre- 
hensive list of standard index headings. The work was left to a low 
paid clerk, and as the files were indexed after disposal his work was 
subject to little er no supervision. As he was without knowledge, 
instruction or guidance he naturally did the work very badly. Long 
rambling ‘“‘purports” were the rule which tcld you much that you did 
not want to know, and probably omitted just what wasimportant. They 
were not framed so that their gist at once caught the eye, and asthe index 
was written in a volume instead of on slips or cards, they could not be 
arranged in strict alphabetical order. Finally, there were no definite 
orders as to what papers should be indexed and consequently rubbish 
was indexed in large quantities while important papers were as likely as 
not to be omitted. 


109. System described.—(1) Under the system here described the 
clerk has, when putting up a current fcr final orders, to make up his 
mind whether the paper is one which requires— 


(a) a “R” Disposal, i.e.,to be permanently retained. 
(b) a “D” Disposal, i.e.,to be retained for ten years. 
(c) a “K” Disposal, i.e.,to be retained for three years. 


(d) a “ Disposal, i.e., to be retained for one year and must 
indicate by means of these signs the method of cisposal he considers 
necessary. 

Nore :—All “R” and “D” disposals must in auy case be indexed. 


_ (2). As already explained in paragraph 58 above, it is the duty 
of the section head to initial the above entries in token that he 
agrees with the method of disposal suggested orin case he does not 
agree to revise the entry. 
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. » (3) On return of the file with final crders the clerk must prepare 

index slips in duplicate and note upon them the current nuinber and the 
‘nature and date of disposal. Thereupon one slip will be attached to the 
-di§posal and sent to the record-keseper through the fair-copying superin- 
tendent as described in paragraphs 72 and 82 above and the other kept 
by the clerk. Thus each clerk has an index of his disposal files which 
he should arrange alphab-tically and to which he can refer at any time 
in order to find out whether such files have any hearin g upon his current 
work, 


(4). The index title will correspond with the heading of the final 
draft and it should ordinarily be identical with the entry made jn the 
personal register on registration as described in paragraph 30 above, 
When these entries are found when the file is ripe for. disposal, to. be 
unsuitable, the original entryin column (4).of the personal register shoul 
be re-written in red ink. The orders of the head of the section shou) 
be obtained for such revision. Great care should be takén to -ee that 
the heading and title as finally drafted comply with all the requirem‘nts 
ofan index title as explained in paragraphs 114to 125 especially.as 
regards major head and arrangement and the slips should be written 
legibly. | eee 





110. These titles are prepared in accordance with certain definit 
rules, which will be fcund in the succeeding paragraphs, and a volu- 
mintous and exhaustive list of standard heads has been compled which 
will be found in Appendix A. Adherence to these rules, and to the list 
of standard heeds will ensure that the index titles are prepared on 
reas: nable and consi tent principles, that they are so framed, that their 
gist catches the cye at once and thet they aré susceptible of strict alpka- 
betical the arrangement. Such an arrangement of the titles is rendered 
possible by the system of writing each title on 4 seperate slip. THese 
slips are purched with two holes by means of which they are filed in-strict 
alph>betical order with two of Mr. Tottenham’s specizl index tags, 
bstwsen two little card-board covers, or “binders” similerly punched, 
They are thus filed on the “loose-leaf system ”, which permits of a fresh 
leaf bcing inserted in its proper order et any point. The two tags are 
threaded through from the same side, sc that the two cross tags are at the 
bottom. The other two ends are tisd in a bow on top..° Theége.index 
volumes are kept in wooden trays. ree 


111. Filing of index slips-In the record room the slips are filed 
in one combined index for the whele office. When one of these little 
volumes of slips beccmes so bulky that the tags cannct easily and. quickly 
‘be passed through it, it will be broken up into smaller volumes. Each. 
such volume will be labelled, ¢.g., “A.—1, A-L” or in the record-keeper’s 
index <imply ‘‘A—C’’. It will be noted that the slips will be filec ine 
continuceus series till the index is printed or typed which will be done 
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~” gnmially.. I¢ will be printed or typed as the case may be direct. from.the 
"aps. After has been printed or typed the “R” and “D” Disposal 
gaps. will be Cestroyed. > ee ioe, on Oe 
seep eye oft : ‘ wae ei page te. 4 : 
““¥xt 42, Titles prefixed to all drafts.—The title is written on every draft 
“after the word “Sir” ov “ Gentleman”), as clready, mentioned and 
if a current is indexed it is marked ‘‘1”. Thus, instead of the indexing 
being left to the discretion of a junior clerk, and thet without su crvision 
_ itis edt Stayitly brought automaticaly to the notice of the heads of ections 
- tHe Sakishtadar and the Collector, who see on every draft the index title, 
‘and can modify it if necessary, They can also see whe her é file hés been 
. Endéxed on réetipt or rot, and there is a hetd and fest rule that alpe**R” 
apap “Disposals ate to be indexed, so that, there are satisfactory 
-*¥aleguards against important papers being left.unindexed: 






he 


443. importance of prcfixing title to all communications,—-It will be 
- obeerved that the rule that the title of every letter, ete., should be written 
Sal the-heed of it, is of great importance from more points of view then 
ngiee Its an assistance to person to whom the leticr is addressed, it 
As. am assistance to. the issuing office if the correspc ndent quotes. if, as 
 heis tequested to (see paragraph 75) in any subsequent communication 
and it enables the indexing to be properly supervised. The rule must 
not therefore be regarded as a mere bit of meaningless red tape but must 
--he' strictly and invariably obzyed. Owing to the dbsence of titles, brief 
intermediate communications, and sometimes even more important 
: comadunications, received from other offices, are often unintelligible 
: 4m, thpeaselves. One has to send for the file to understand whet they 
defer to... Similrly, if a letter is received from outside which quotes only 
ethe-eorrespondent’s number, but not that of the recciving officer, there 
may bz some little difficulty in training whet it refers to especially if 
the subject is not appzrent on the face of the letter, whereas if the number 
in the receiving cflice is quoted the file can be traced at onte. It is a 
rule of the first importance when addressing anyc ne: always to quote 
his number if any communication has previously been received from 
him onthe subject. Mae 2S 


“W4. Fitle and head defined.—tIn the following paragraphs detailed 
Fistucsions are given for the preparation of titles. . It -isto.be 
Yemembered that even if a communication is not - indexed it is to 
have its title and that title is to be prepsred exactly as if it were 
intended for incorporation in the index. ae ee 


“whe entry in the index relating to an individual paper is called a 


“title”. The important word that is placed first in the title, by which 


{ts dlphabstical position in the index is determined, and on. which pri- 


'atily depeads the possibility of finding the title is called the head, 
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115. Head must be (a) obvious, (b) distinctive-—The first thing to do 
when writing an index title is to select your head. The head must be a 
word that will naturally occur to anyone who wants the papers. It must 
not be too wide. For instance, to index all the petitions received in a 
Collector’s office under the head “ petitions’? would be absurd; though 
orders of a general nature, relating, let us say, to the way in which peti- 
tions should be dealt with, would be appropriately indexed under that 
head. 


116. Consistancy essential._Standard heads and  sub-heads—Un- 
authorised additions forbidden.—Next in selecting your heads you must 
be consistent. Evenif your heads are badly chosen, so long as you are 
consistent in your use of them less mischief will be done than if they 
are in themselves better chosen but papers relating to the same subject 
are indexed sometimes under one head and sometimes under another. 
Consistency can only be secured by prescribing a standard list of index 
heads and sub-heads. Such a list is given in Appendix A. A copy of 
the list will be in the hands of every clerk. Clerks must constantly refer 
to thelist. No head or sub-head may be used in any circumstances whatever 
unless it is included in the list. If any addition to the list, or any modifi- 
cation in it, is found necessary, it may only be made with the sanction 
in writing of the Collector. Additional legal heads may, however, be 
selected if required from the lists at the beginning of each volume of 
Woodman’s Digest. 


117. Use of heads and sub-heads.—-In the list some of the heads have 
their sub-heads printed under them. A head may be used alone or in 
combination with such a sub-head. Such sub-head may not be used 
without a head. This rule is subject, however, to the instructions printed 
at the head of the list. Any head may, if appropriate, be used as a sub- 
head under another head. For example ‘‘ Budgets’? may be used as 
a sub-head under “‘ Land Revenue” or “* Abkari ”’, etc. : 


118. Under important and wide heads large numbers of sub-heads 
will be required. Every such sub-head must either be a head found or 
such sub-head in the list, or one included in it under proper authority 
as laid down above. 


119. Use of ** General”’ as sub-head—It has been said that a head 
may be used alone. The smaller ones will be chiefly so used. Under 
the larger heads there will be some papers of a general nature. For such 
a sub-head “General” may be opened under any head with several 
sub-heads. But this sub-head must be sparingly used. No paper for 
which a more definite and suitable sub-head can be found should be 
indexed under ‘General’. One legitimete use of the head is when a 
case falls under several sub-heads. Another is whenit falls under none ; 
for instance, there might be a Government Order dealing with the policy 
to be adopted in regard to abkari generally. This would have to be 
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indexed under ‘‘ Abkari—General”’. It is of the utmost importance 
that a “* General” or ‘‘ Miscellaneous ” sub-head under a head should 
not be used except for legitimate purposes as sketched above. Of course, 
“** General ” or ‘* Miscellaneous ” should not be used as a head. 


120, Local classification. Local classification should be adopted 
wherever possible. For instance, in indexing papers relating to assign 
ments, leases, etc., of land, to land acquisition or to encroachments, 
etc., the titles should be arranged thus ; Main Head, Taluk (abbreviated, 
see Head-note to Appendix A). village, survey number (if known) 
petitioner’s name, followed by his initials, purpose of the acquisition in 
an acquisition case, and finally any other particulars of the case or the 
nature of the order, e.g., “ Assignment— Darkhast— SVP. Taluk.— 
Malli village S. No. 489- Krishna Ayyangar (K).— Refused ”. 


It is specially to be noticed that in employing the local system of 
classification the larger area (the taluk) must come before the smaller 
area (the village included in it). In Malabar the arrangement will be 
taluk, amsam, desam. Cases in which the survey number is known 
will be arranged under the village numerically. That is to say, taking 
the slip given as an example above, all the slips relating to Malli village 
will come together, under Srivilliprthur (SVP) taluk. Those slips 
relating to the village which include a survey number will be arranged 
first, in order of theit survey numbers. Titles containing the same sui vey 
number will all come together and their order among themselves will 
be alphabetical determined by what comes after the survey number in 
each title. Slips including more survey numbers than one will be arran- 
ged according to the fits: of such numbers (which must themselves be 
written in numerical ordet on the slip) pur will come after all the slip 
that bear only that number. In ve1y impottant cases that relate to mor, 
than one memoer a Slip shold be prepared for each number. Afte, 
all the slips 1e ating to a particular village that contain survey number £ 
will come slips that dc not contain sutvey numbers, and these will o 
course be arranged stricily alphabetically. | 


 €21. Personal papers.—Personal papers relating to officials will be 
indexed under the name of the officer conezrned. A proper titlé would 
be, e.g., “Subrahmanya Ayyar, D., Sub-Magistrate, Reduced ” ** Subrah- 
manya Ayyar” would bz indexed under “ S” and * Subramanya Ayyar, 
“A.” would come before “ Subremanya Ayyar, D.”. In indexing per- 
sonal papers it is a sp2cial importance to remember that initials must 
come after names. 


122. Suits.—Papers relating to “ Suits” will be indexed under the 
head“ Suits ” thus first will come the place where the court sits, then the 
designation of the court, thenthe number of the suit, preceded by appro- 
priate : abbre viations-** A.S.” (Appeal Suit). ‘O.S. * (Original Suit) 
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etc. These abbreviation, will be arranged in alphabetical order, and 
under :ach :h: sai: willb: arrangzd according to their yearsand numbers. 
Th> y2ars mus: coms b:fore the numb:r’ O.S, 1921—100” not ‘0.5. 
100—1921.” 


123. Bracketed heads. —H:ads prinicd in brackets in the list are not 
to be used as heads, bu: only if neccssary as sub-heads under the alter- 
na‘ive h ads princed against them. Th:y may not be used even $0, if 
th-y are m2re synonyms of such alicrnative heads. Thus, for cxam ple, 
under the hcad “ Allowane:s”, Exchange compensation” may be, 
and musi b>, used as sub-h-ad. Papers are not to be indexed under 
‘Exchange compensation” used as a head. Similarly, papers relating 
to Land Improvement Loans are to be indexed under ** Advances, Land 
Improvement”. But “ Cinematograph” is not to be used under 
**Bioscope” (the correct head) because they are synonyms. 


124. Arrangement of several sub-heads.—The same title may contain 
more than on: sub-h ad. The order in which these should be arranged 
is a matter in r:gard to which dé:finite rules cannot be prescribed. 
Gencrally sp aXing ch: wid-r and more abs:ract should come before 
th> narrow:r and more concreic. The necessity for consisiency must 
not be forgotten. 


125. Title proper —After the hcads and sub-hcads comes the tite 
proper. This must be as brief as is compatible with expressing clearly 
the main subject o) the file and some particulars of the individual matters 
to which it relates—so as to enable one easily to find the papers that.one 
may require.—Brevi-yisa m-ri' inate. Ifa citle shows one ata glance* 
lik>a n-wSpap.r a adline, che subjcc: of the paper, it is good tile. Un- 
nec:ssarylengihisa posiive ¢vilinatile. It defeats the objectin view. 
On the och-r hand a ii:l: which is m:rely general is of little practical 
use, and if it do:s ao: dis.inguish a file from others r lating to closely 
similar but not id-n ical subj.c:s, time may be wasted in taking out and 
examining szveral files, before what is waned is found. Zhe head or 
sub-head should never be repeated in the title proper. 


126. Wording and articulation.—The title must consist mainly of 
subs'antives, adj-ctives (whcre indisp:nsable) and participles. Minot 
parts of spzech should be exclud:das far as possible. That strict aplha- 
betical arrang2méent may be prac icable, it is essential that the title should 
be articulated, or broken up in:o merbers cach consisting of as few 
words as possibl:, and each expr:ssing an element in the Subject-matter. 
Each member will b: gin witha capital letter, which will help to determine 
the alphab:tical order and should be s:parated from the members :pre- 
ceding and succ:eding it kya bold dash. It is no uSe to try to put tao 
much into a Single ti:le. The title must indicate clearly but bricfly ane 
main Subject of the order, 


INDEXING AND TITLES : 


{27. Two or more titles when necessary—Cross-references.—If an 
ord2r dzals with more than one subject, two or more complete titles 
under diff-rcn: heads may b> necessary. But the same title must not 
b> r2p-ated und-or more than one h2ad, either in i:s entirely or partially, 
Ins:cad of this, whore a subj ct falls under more than one head, and it 
s2ems us>ful to index it under cach h2ad, but there is no need for distinet 
titles under zach head a cross ref -rsne2 or cross-referenc: s must be used, 
that is, ths compl>ie titl: will b2 written on one slip under one head, 
while on other slips, on> for cach of the other heads, will be written 
merely on: of the other h«ads followed by See so and so” (raentioning 
the former head). The same cross-reference must never be repeated. 


128. Consolidation 07 t:tles “hen printing —The same words must 
ever b2 prin.ed over and over again in successive titles in the index 
where this can be avoided. 


129 and 130 cancelled. 


XV. Prevention and checbing of arrears and delays. 


131. Checking of personai registers.—It is the duty of the heads of 
s:c.ionsand of th> Sarish:adar-o chock she p2rsonal registers thoroughly, 
and a: r2asonabl: in-ervals, and :o tak? s:eps to ensure that no avoidable 
delays occur and ‘ha: no pap:ris sh:lved. Th> p>rsonal register Should 
be chsck>d by th> section heads (including the Huzur Sarish‘adar) every 
fortnigh: and by th> Personal Assistan’ <very month except during the 
month in which they are ch>ck:d by Collec:cr and by the Collector 
every three months. Th> s:c:ion heads should checR th pirsonal 
regis:ers in th> pres-nez of the clerk conc:rned and with ref: rence to all 
his p2nding files. Ina p-rc2ntags of cases, the date app: aring in column 
3 of th> personal regis::r should be comparcd with the date Siamp on 
the correspond2nc? in the current file and with the date entered in the 
New Case Regisiter. Any grav> delay or irregularity will be reported 
to the Collector at oncz. If any file, whether current or disposed of, 
eannot b2 found when it is wanced, th? Collec:or should be informed 
at once. Ii is essonial that the Collector should himself examine the 
personal registers at frequent intervals, i.c., onc> inthree months, 


Each p-rsonal register should be accompanied by a running notee 
file which will last for the calendar year. The same running note-fife 
Should bz used for the p=riodical regisicr maintained by cach subject 
clerk. Separate running no‘e-file should also b> main‘aincd for other 
special registers which are checked p=riodically. Th: C ollector, Sarish- 
tadar and heads of sections will note :h:ir remarks at every inspection 
in the note-file and not inthe rg’siers,Ques:ionsaskedinthese notesare 
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to be replied to within 48 hours. All the running note-file should be 
withdrawn from the clerks soon after the beginning of the next calenga; 
year and Kept in the record room for future reference. 


132. Arrear lisis—-On the first cf every month each clerk should 
prepare an abstract of pendency in Form VII on a separate sheet. The 
papers to be entered in it, will be all papers received by the previous 
day and reniaining undisposed of. At the same time he should prepare 
the detailed arrear list in Form X. All current which are over three 
months old, counting from the date on which each current was first 
entered in the prersonal register should be showr in the list. This 
list snould not be written a fresh each month, but currents which become 
three months old during the previous months, and which remain 
pending should be added while currents closed during the previous 
montn should be ringed of. The list should be sent to the record 
room each January atter opening a list for the new year by copying 
ali pending items, 


‘The aostract in Form WIE should be prepared in duplicate. One 
copy should oe sent io the Superintendent Fair Copying Section, 
who will check it with the New Case Register and reconcile and 
discrepancies with the subject clerk. He will. then have tie abstract 
arrear list of the clerx copied into a list for th whole office and suomit 
_it direct to the District Revenve Officer and the Collector not later 
than the 10 th of every month. The other copv. of the abstract in 
orm VIi and the detailed arrear list prepared in Form xX shcuid be 
submitted by the subject clerk or; assistant to tae Gazetted Assistant 
in-charge through the section head. The Gazetted Assistant will care- 
fully scrutinise the detailed arrear lists and take suitable action or give 
necessary instructions to the staff. 


133. Out-going returns.—It is most important that periodical reports 
and. returns should be submitted punctualiy.if they are delayed 
cislocation is periaps caused in several offices, and unnecessary corres- 
pondence is created. Clerks and others aie too apt to regard delays 
in submitting periodicals as tne normal thing. Generally speaking, 
thre. is no reason whatever why periodicals should not be prepared 
punctually, and if there is a reason the authority to whon: they are 
due is entitled to be told of it without having to ask. Heads of sections 
will go through the periodical calender every morning as soon as they 
reach office, issue advance remainders to subordinate officers whenever 
they consider it necessary to do so and take other steps to ensure 
that every return is despatched punctually on the appointed date. If 
any report or return from a subordinate officer, which is required 
to enable the district return .o be prepared is not received in time 
the clerk dealing with the subject will bring the fact to the notice 
of the head of the section at once. A_ report should then be sent 
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to the authority to whom the periodical] is due, stating the cause of the 
delay and the date by which the periodica: may be expected. On 
every draft periodical return or report submitted to the Collector, the 
date on which it should be despatched from the office wiil be noted 
in red ink in a conspicuous place. 


134, In-coming returns.—-The punctual receipt of in-coming returns 
must also the insisted on. Ifa return is not received by 2 O’clock 
on the date on which it is due, a reminder must be issued the same 
day. On all such reminders, the date on which the return was due 
will be boldly written in red ink. Whenever a periodical is submitted 
late by a subordinate officer, he is expected to submit with it an explana- 
tion of the delay. If he does not do so, he is ivariably to be called 
on to explain (1) the delay and (2) the omission to explain it in the first 
instance. 


135. In-Coming reminders—In regard to these see paragraph 29 above. 


_ _136. Out-going reminders—When a draft reference calling for 
information from outside offices or submitting a case for the orders 
of a superior officer is put up, the head of the section should rote on 
the top of the draft the date:%when the first” reminder should issue. 
After the draft is approved, the clerk should note the date in pencil 
in the last column of the personal register and also in the reminder | 
diary, which should be maintained by each clerk, as instructed below 
and see that reminder issues on that date. The reminder diary should be 
maintained by the clerk, one for every calender year and the current 
numbers to respect of which reminders are to be issued should be note 
against the particulars dates. All officers while checking the personal 
registers should also check this register to see whether it is maintained 
up to date and whether action is taken on the dates noted in the 
reminder diary. If any reminder issued is not returned with in a 
fortnight of its issue or if no reply is received within the time promised, 
the clerk should take the matter to the notice of the Collector. When 
areminder is received back the reply should be put up for perusal, 
the date of the next reminder being similarly noted in the reminder 
diary and in the last column of the personal register. The clerks should 
make use of the reminder diary to the fullest extent possible and check 
it every day to see whether action is due to be taken on any current 
on that day. Cases of inordinate delays in replying should always be 
brought to the notice of the Collector. In all reminders the title of 
the reference as well as its number and date should be noted. The 
dates on which reminders are sent should be entered in red ink in 
columns of the personal register and the current numbers in the 
reminder dairy ringed off. 


_ Subordinate officers should be encouraged to remind the Collectors 
in cases where the Collectors’ orders are not received with in a reasonable 
tims on the reports or references sent by them, and the. Saristadarh 
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when opening or perusing the tapal should be careful to note the 
receipt of such reminders and to enquire regarding the pendency which 
have rise to them. 


136-A. Revenue business returns —To enable the Board to watch 
the progress of business in Collectors’ office Collectors should submit 
to its by the 20th of the month following each half-year statements 
in the form given in appendix F. The Superintendent, Fair-copying 
Section, is responsible for the preparation of this return. Similarly 
Divisional Officers and Treasury Deputy Collectors should submit 
to Collectors by the 10th of the month following each half-year state- 
ments in the form given in Appendix G which should be reviewed 
by Collectors. A copy of the review should be submitted to the 
Board. From each Taluk office also including the offices of Deputy 
Tahsildars business returns should be submitted to the Divisional 
Officer who should review all the returns for the division together and 
send acopy of the review to the Collector. This return should be 
submitted to the Divisional Officer in the form given in Appendix H 
by the 10th of the month following each half-year. It is however 
open to the Collector or his Divisional Officers, if they think fit, to 
ane return at any shorter interval from any Tahsildar or Deputy 
Tahsildar. 


XV-A. Speedy Disposal of Audit objections. 


136. B. Settlement of audit objections—Prompt action should — be 
taken on the Audit objections received from the Accountant-General 
and the objection statement should be returned punctually with replies 
with in a fortnight. The replies sent to the, Accountant-General 
Madras, should be such as will enable him to adjust the items under 
objection without further correspondence. To ensure quick and steady 
progress in the settlement of audit objections the foliowing instruction 
laid down in G.O. No. 773, Finance, dated 30th July 1960, should be 


strictly followed:-= 


(1) Each statement of audit objection received should Be dealt 
with in separate file. To each file anindex inthe form prescribed jn 
Appendix K111 should be attached and entries made as and when 
there is progress inthe seitlement of objection. 


(2) The Officer concerned should study a specified number of 
objections daily according to a programme and take further action 
to get specific information fromthe subordinates wherever necessary. 


(3) In order that there may be regular and steady progress 
inthe work the officer concerned may prescribe a programme for 
submission by his office to him of one or more files every day so that 
allthe pending files may be seen by him at least onee ina month. - 
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(4) Replies should rst be examined by the officer concern 
-and forwarded tothe audit officer with hisremarks cr orders therecn.. ‘ 


(5) It is the responsibility of the concerned Persorz] Assistant 
‘to the Collector tc ensure before replies are sent to the cudit cfiice, 
- that action as reported therein has actually been taken by the subordi- 
nates. The Collector or the pistrict Revenue Officer should review 
monthly bya periodical prescribed in Board s Proceedings Rt. No. 7979 
dated 25th November 1952 the progressinthe settlement of the audit 
objections and send ciopies to the Accountant-Generel Midres end 
the Board. - 


* Note.—Instructions for the prep2ration and scrutiny of “ Budget 
Estimate”? “Revised Estimate”? and “Control of Expenditrre ” 
areavaileble Appendix B-B. : 
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137., Fort St. George Gazette—The Fort St. George Gazette will be 
‘@rculaied 2s soonasii is received to head of sections, who must 
‘reac it carefully and invite the attention of the Colletor to anything of 

importance in if. pO Pete 


138. Correction slips--Correc.ion slips must be pasted into the 
books to which they belong withinthree days of their receipt in the 
office. Intelligence should be exercised in doing this work. of a 
slip cancels or medifies a part of a Board’s Standing Order or any 
other manual, etc. the patt cancelled or superseded must be scored 
‘out,andthe number ofthe corretcionslip will be noted inthe margin 
against it. The same rulc applies when one correction slip cencels 
or modifies a previous one. Whenen isolated werd or an isolated 
senience is introduced ina paragraph, it may scme times be convenient 
to enter it in manvscript. 


139. Personal file --(1) Personal files shovld be meinteined fer ell 
members of the Subordinate Services. The personel files of Geze‘ted 
Officers, Tz2hsildars and Deputy Tahvilders elone need be in the 
eustody of the Collectcr, those of cfficiels below the grade of Deputy 
Tahsildars should be inthe custedy cfthe Personal Assistant to the 
Collector and those of the treasulry end sub-treasury cfficiels ef similer 
ranks should pe inthe custody efthe Trecsury Deputy Cellector. The 
Rergonal Assistant and the Trezsiury Deputy Collecicr shevld put up 
the “personal files in their custedy to ihe Collector, pericdicelly, for 
writing his remarks. The authcrities who shcrile prepere and mein‘ein 
them and. those who should scruiinize them 2re specified inthe staré. 
ment printed in Appendix K-1. 
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- (2) The personal files of lower division clerks of the Madras 
Ministerial Service should be made up of a few sheets of foolscap 
with a brown paper jacket tagged or Sewn together. The period 
to which the remarks relate and the designation and name of the custodian 
office should be clearly entered whenever an entryis made in the book 
When a lower division clerk is accepted by the Collector as . likely 
to be fit for promotion tothe upper division his personal file wilt be 
elosed and sent to the Collector and thereafter the clerk’s personal 
file will take the shape ofa file of periodical reports. 


The personal files of the members of the General Subordinate 
Service should be maintained on the same lines as those adopted 
for the Madras Ministerial Service. . 


At the first page of the personal file, there should be a fly leaf 
containing the following personal datain appropriate side headings.— 


1. Name. 
2. Educational and technical qualifications. 


- 3 Whether he/she belongs to Scheduled caste, Scheduled Tribe 
or Backward class (inthe case of those who do not belong to Scheduled 
Caste, Scheduled Tribe or Backward class,the answer to this column 
will be No.). | 

4. Date cf birth. 

5. Native District. - 

6. fa Government servant supplies a pass-port size photograph 
‘at his/her own cost to be affixed in his/her personal file witha view 


to identify him/her, it shall be affixed to the inner side of the front. 
cover of his/her personal file. | 


G.O. Ms. No.1460, Public (Services-A) dated 6th August 1969 


In respect of all other officers of the Subordinate Service including 
lower division clerys considered fit fcr promoticn tothe upper divisicn 
the personal files wil be just the files of periodical reports received on 
them. | 


(3) The periodical reports referred to above will be half-yearly 
for probationers and annual for approved probationers and full members 
ofthe services. The reports should be writtenin narrative style and 
should contain information onthe several points mentioned in Form I 
or II ptinted as Appendix K-Il, as the case may be or on as many of 
those points as possible or as apply to the particular services inques 
tion. Oneof the points to be mentioned inthe report is the indebted- 
ness of the officer reported on. It willbe necessaryto report on this 
point only if the officer’s indebtedness will detract from his efficiency as 8 
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Government servant. Adverse remarks regarding personal character 
conduct or honesty should be supported by the reasons foi taking the 
view recorded, and if possible by reference to specific acts. An estimate 
that an officer is unfit for a particuiar rank should include the reasons 
for the estimate, and if possible a statement of facts in support of the 
estimate. It should not be founded on general impressions only. 


(4) Reporting officers going on transfer or on leave within the 
year or half-year, as the case may be, should leave their remarks to be 
incorporated in the next 1eport to be submitted by their successors. As 
a rule the outgoing officer should certify in the transfer of charge report 
that he has so far as is possible left his temarks or incorporation in the 
next annual or half-yearly confidential ieports and the incoming officer 
should certify that he has received a copy of the remarks made by the 
outgoing officer. The reports should be submitted so as to reach the 
custodian officer on the Ist February or the Ist August every year accor- 
ding as the reports are annual or half-yearly. } 


(5) Inthe case of officers whose personal records are maintained 
in the shape of files of periodical reports and not in the form of books, 
a file of office copies of the reports sent by the immediate reporting officers 
and of the entries made by the custodian officers when they are also 
the immediate reporting officers should be maintained individually for 
each officer reported on. When a Government servant is transferred 
from the office of an immediate reporting officer, the latter should enter 
his remarks for the period subsequent to the last periodical report in the 
file of office copies and sent the file of office copies to the head of the 
office to which the Government servant is transferred. It will be the 
duty of the head. of such office to include a copy of these remarks along 
with his own remarks in the next periodical report submitted to the 
custodian officer. efore filing the reports, the custodian officer should 
enter his own remarks in cases in which he has personal knowledge of 
the work or conduct of the officer to whom the personal file relates. 


(6) In cases where the custodian officer of a personal file disagrees 
with the remarks of the reporting officer, normal proceedings should be 
sent to the reporting officer or being field in the reporting file. _ 


(7) (a) Remedeable defectsinthe character and work of an officer 
regarding which comments are recorded by his official superior in his 
personal file should be communicated to him so that he mayrectity them. 


A few obvious examples of remediable defects are ‘Tendency to 
delay papers’, ‘ want of contro] over subordinates ’ inadequate know- 
ledge of departmental rules and regulations’ taking things easy and 
lack of application while examples remediable defects are’ ‘dearness* 
‘stammering ’ and ‘poor personality’. a. 
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(hb) Only those defects need be pointed out which are within 
the power of the officer concerned to rectify. | 


(c} The Custodian Officers should communicate the adverse 
remarks about remediabled efects as soon as possible and see that the 
acknowledgment of the Government servant for having received the 
communication is obtained and field with the personal files at the time 
of their inspection of the subordinate officers under their control so as 
to ensure that the Custodian Officers have taken timely and adequate 
steps to communicate the adverse remerks in the personal files about 
remeciable defects to the Government servants concerned and acknow- 
tedgments obtained. Officers superior to that officer who may have 
occasion to scrutinize the personal files may also direct the communica- 
tian of adverse remarks recorded in them where it has nct been done 
alread y. | : | 

(d) Great attention should be paid to the manner and method 
of communication in order to ensure that the advice given and ihe war- 
ming administered shall, having regard to the temperament of the officer 
concerned, bz mast b:neficialto him. Where remarks are not communi- 
cated formally opportunity may bz found to communicate them infor- 
mally. In either case, the fact of the such communication should be 
entered in the personal file of the officcr ‘concerned by the Custodian 


Officer. 


(e) The Custodian Officers should communicate the adverse 
rematks.to the porsons comesrned as soon as possible, either in whole 
or im part, after obtaining the epprovak of the superior officer. The 
Inspecting. Officers should, however, scrutinize the personal files at the 
time of their inspection of the subordinate offices under their control 
so as ta ensure that the Custodian Officers have taken timely and ade- 
qiate steps to. communicate the adverse remarks to the persons concerned, 
‘wherever necessary. Officers superior to that officer who may have 
oceasiow to scrutinize the personal files may also direct the communi- 
cation of adverse remarks recorded in them where it has not been done 


already. 

(f) Unfavourable remarks in personal files are not punishments 
wnder the statutory rules end for this reason no appeal lies agcinst such 
remarks. But an officer may make a representation against any remarks 
of which the substance has been communtcated to him 2nd which he 
feels to be unjustifiable. Such representation should be made to the 
authority charged with the duty of scrutinizing the officer’s personal 
file. Where, however, the unfavourable remarks are made by the scruti- 
nizing authority itself, the representation msy be made to the next higher 
authority. The representations made against adverse remarks which 
were communicated to the officers concerned shoulu be added to their 

onal files. A memorial to the Government will only be considered 
inthe same wy and to the same extent as memorial in regard t o specific 


punishment. 
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t39-A.° Confidentiai records —Confidential shets should be 
maintaineal for all memb:rs of the subordinate services. Two sets 
of confidential sheets will be maintained ; (a) District sheets ard 
(b) Divisional sheets— 


(a) District sheets will be maintained by the Collectors for all 
Offizters in tae grade of Tahsildars, Deputy ‘Tahsildars, Stationary Sub- 
Migistrates, Treasurers, Taluk H{Ylead Accountants, upper grade clerks 
(inciuding upper grade clerks working as Reverue Inspectors), Hu zur 
Head Accountant, Minor Irrigation Supervisors, Minor Irrigation Over- 
seers and for such men in the lower division -as have shown marked ability 
and waom he considers specially fitfor promotion. They will contain 
a precis of the Divisional Officer’s (including the Treasury Deputy 
Collector’s) half-yearly reports and the Collector’s own impression cf 
each officer. Taey will rot leave the Collector’s custody nor will they 
follow subordinates to offices to which they may be transferred. 


(6) . Divisional sheets will be maintained— 


(1) . By the Persoral Assistant to the Collector, and if there is no 
Personal Assistant, by the Collector, for the Huzur Saristadar, Hizur 
Head Clerk and for all clerks in the Collectcr’s office. The Personat 
Assistant saall record his remarks periodically in the divisional sheets 
and s:nd extracts of them to the Collector for beirg filed in the district 
sheets. Waere there is ro Personal Assistart, the Collector may, if so 
advised, e2trust the maintenance cf the divisional sheetsc fli wer division 
clerks 12 the Collectcr’s office to the Treasury Deputy Collecicr or to 
oe Sarishtadar, but should record his own remarks or their 
work. 


(2) By the Treasury Deputy Ccllectcr fer the Treasure, Ho zur 
Head Accountant ard all Accourtants and clerks in his branch. 

(3) By the District Supply Officer for all the subsrdizates working 
directly under him. 


(4) By Divisional Officers for all Tahsildars, Deputy Tahsildars, 
Stationary Sub-Magistrates, Taluk Head Acccuntarts ard upper grade 
clerks (ircludi1g those working as Revenue Inspectcr) ard Mircr Irri- 
Zition Overseers in his division ard for lower division clerks working 
in his ow office. 

(5) By Tahsildars, S:ationary Sub-Magistrates and Deputy 
Tahsilders for all the lower division clerks (including thcse werking 
as Revenue lispsctors) who are subsrdinate to them, ard wher. such 
clerks are m:n of makad ability, they musi send eXtracts to the Livisional 
Ofic2:s “or ihzir reference in submitting their half-yearly reports io the 
Collector on 15th January and 15th July each year. Divisional corfi- 
doatial shzets will follow subordinates whenever they are transferred, 
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Method of maintenance.—The records should be onlocse sheets 
and not in the form of a bound register. The sheets should be arranged 
in alphabetical order and may be filed in a pad, pilot file, box file or 
similar manner. Entries inthe confidential sheets should be meade helf- 
yearly or as frequently as may be required and whenever there is a chen ge 
of tne officer maintainingthem and should refer specifically to the merits 
or demerits of the subordinate and the period to which the entry relates. 
The remarks should be full and clear and based on adequate grcunds 
and retonoff-hand impressions so as to enable a correct estimsie to be 
formed cf the character, ability, etc. cf the subordinate concerned. 
Whenever a substantiye punishment is awarded, a brief refererce to 
that also should be made. The name and designation of the éfficer 
making the entry should be appended to each entry. The sheets shc uld 
be writien or typed by the cfficers themselves and kept in their perscnal 
custody. When writing up the sheets in their custody, the Divisic nal 
officsrs should make use oi the periodical inspection notes cf the officer 
inspected by the end cf all inspection reports (e.g., report on theawcrk cf 
Revenue Inspectors) submitted to them. They should where necessary 
obtain special reports from Tahsildars, Deputy Tahsildars and Stationary 
Sub-Magistrates about the subordinates working under them, twice 
a year on the [5th January and [5th July; the Personal Assistant-to the 
Collector, the District Supply Officer, the Divisional Officers and the 
Treasury Deputy Collector should submit 'to the Collector copies of the 
entries made by themor their predecessors during ‘the precedin g half- 
year in the confidential sheets of all subordinates for whom the Collector 
miintains district sheets to enable him to write up his pericdical notes. 


When a subordinate is transferrred from one division to another or 
from one Office to another his confidential sheet should be brought up- 
to-date and signed by the officer in whOse custody it is and sent by regis- 
tered past in a sealed cover addressed by name to the officer Who is 
to be responsible for its custody in future. If the transfer is out cf the 
district, the sheet should be sent to the Collector who should then send 
it to the proper authority for custody. 


The name of the subordinate should be written in bold letters at the 
top of the sheet and the remark should be entered as shown below:— 


1930 Sub-Collector (X-Y)  .. Remarks as to post held charace 
ter conduct, ability, etc. 
Collector (A-B) Do. 
1930-2 Sub-Collector (C.D.) Do. 


nd so on the name of the author of cach remark noted in Block Capitals 
~ 
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Collector and Divisional Officer, should at the time of inspecting 
subordinate offices scrutinize the confidential sheets to ensure that they 
are maintained correctly and regularly. In cases where the Colfector 
or a Divisional Officer disagrees with an entry in a confidential sheet 
maintained by a subordinate officer, it will not only be open to him but 
will also be his duty to record his own Views in the sheet as well. Failure 
to do so at the proper time will carry the implication that the Collector 
or the Divisional Officer as the case may be has agreed with that entry 
and he will then be stopped from urging anything he may have to 
say against the entry at a later stage. 


140. Entries relating to conduct.—Entries relating to the conduct of 
members of the subordinate services will be made in their personal files 
_referrea to in paragraph 139 (1) above. No conduct sheets need ‘be 
maintained in addition to the perscnal files. On authority awarding a 
punishment or commending, the work of an official should, if he is 
himself the maintaining or reporting cfficer, enier the punishment or 
commendation in the sheet to be used for the next reporting period and 
should, if he is not the maintaining or reporting cflicer, send copies of 
his order to the maintaining or reporting officer. The gist of these 
orders should be entered by the latter on the receipt in the sheet to be used 
for the next reperting pericd. 


140-A. Preparation of confidential reports on Deputy Collectors.— 
(1):G) In respect of temporary Deputy Collectors and probationers, the 
confidential reports have to be prepared every half-year and in respect 
of approved probationers and permanent Deputy Collectors every year. 
The half-yearly reports are to be for the pericd frem the Ist January.to 
the 30th June and from the Ist July to the 31st December. The annua 
reports are to befor the period from the Ist January to the 31st December! 


(ii) The half-yearly reports are due with the Board of Revenue 
on the Ist of February and the Ist of August every year, and the annual 
reports on the Ist of Februéry every year. _ 


(iii) The confidential reports should be sent to the Board of 
Revenue in duplicate. 


(iy) The reporting officers should see that the report covers 
the entire half-year or the year, as the case may be. Ifa Deputy Collector 
has worked under two or more cfficers during the period-of report, the 
reporting officer should extract the remarks left by the other offigers 
‘concerned in the reporting file of the Deputy Collector fcr the above 
period and send the extracts to the Board of Revenue along with ‘his 
‘own remarks so that the report covers the entire half-year ct the year, as 
the case may be. 
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ee " (v) In the case oi Revenue Divisional Officers and other Special 


‘Deputy Collectors, instructions have been issued in B.P. Ms. No. 2107 
(D), dated 13th November 1962, that as scon as the inspecticn of a 
Revenue Divisional Officer is over, specific remarks cn the basis cf the 
inspection report should be reccrded in the repcrting file of the Deputy 
Colleciar concerned and these remarks should be extracted ir fufi wher 
-the nalf-yearly/annual confidential report is sent to the Bcard. The 
impression to be recorded in the repcrting file of the Deputy Collector 
on the basis of the office inspection should be brief and specific. It 
should refer to the personal contribution made by the Revenue Divisional] 
Officer to the running of the office and the division and should not be a 
lengthy narration cf routine defects in office-procedure. Further, When 
“more than one Deputy Collectcr has held charge cf a Revenue Division 
during the period covered by the inspection, the responsibility of each cf 
_them for the g-od or the bad condition of the office and the Division 
should be specifically and separately assessed and recc.rded in the repcrting 
files concerned. Of the Deputy Collector who had worked as a Revenue 
‘Divisional Officer during the year covered by the inspection has already 
been transferred elsewhere the District Revenue Officer/Collectcr should 
send their remarks based on the cffice inspection to the concerned cus- 
todian officer cf the reporting file for being filed in the reperting file; 
and his acknowledgment cbtained. The extracts frcm the repcrting 
file referred to above shculd also be sent in duplicate. 


(2) The confidential report should cover the entire half-year ¢r the 
year, as the case may be. It is entirely the responsibility of the reporting | 

officer from whom the report is due to the Board of Revenue cn the 

"prescribed dates to ensure that the reports are sent to the Bcard.c f Revenue 

ina complete shape. In order to enable them tc send- such 

complete report, the reporting officers should take special note of the 
following instructions :— 


(a) When Deputy Collector is transferred from cre station 
to anothe., the superior officers of the former st tion should record his 
remarks on the Deputy Collector in the reporting file and promptly 

‘send the reporting file to the superior officer of the latter station and 
obtain his acknowledgment. 


: _.(6) Ifthe reporting file is not so received, the supericr cfficer 
- of the latter station should. remind the superior cflicer cf the’ former 
.Station promptly and obtain the reporting file. On receipt ‘of the 
_ yeproting file, it should be immediately verificd whether the. ‘sUpericr 
Officer of the former station has left his remarks and in case of any 
omission, the omission should be got supplied wthout any delay. 


(c) When the officer under whom the Deputy Collector is werkin £ 
stands transferred, he should invariably record his remarks on thé work 
of the Deputy Collector in the reporting file before he hancs over char ge. 
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. - {@) As soon as the successor cfficer take charge he should 
scrutinize the réporting files of allthe Deputy Collectors working under 
his control and verify whether his predecessor has omitted to record‘his 
remarks in any case. If there is any omission the predecesscr should 
be addressed by G.O. and his remarks obtained immediately. as 


4{G.O. MS. No. 1936, Public. (Service), dated 14th September 1966.) .. 


i141... Necessity 1o record year also, initials, ete.—Whatever a note, 
draft or Cicer is initiallec or signed in full by any Government servant, 
the year as wellas the «ate and month should be shown. This rule 
applies to all grade officials and also to cases in which the date without 
initia}s is 1equired such as dates of receipts despatch circulation return 
from circulation, etc. se 


142. Precautions against fire.—The precautions against fire-to be 
observed in public offices are givenin appendix C. The Collec:cr must 
issuic an Office order specifying— ee GEG 


(1) The officer responsible for conducting the drill prescribed 
in paragraph 4 of Chapter Il and paragraph 1 of Chapter V of the 
appendix; and - 


(2) The several officers responsible for seeing that the other pre- 
cautions are observed in different parts of the c fice buildings. fet 


143. Cancelled. 


144. Responsibil;ty of clerks and heads of sections—Every clerks who 
submits for orders a document bearing a court-fee adhesive stamp is 
responsible for seeing that it bas been duly punched and any clerk sub- 
mitting a dooument bearing an unpunchec. stamp will be required to 
pay the value of the stamp. This does not however absolve the heads 
of sections from their responsibility for seeing thet stzmps ere punched, 


345. Cancelled. 


146. Submission of files to the Collector’s house or eamp— Use of boxes— 
A sufficient number of tappal boxes—preferably made of stee!—with 
good. locks are an essential part of the equipment of every Collector’s 
office. Boxes are preferable to bags in which files are likely to be damaged. 
A set of keys is required so that the Collector, his Personai Assistant 
if he has one, the Treasury Deputy Collector, the Sarishtadar and such 
heads of sections as the Collector, may determine (for examples the officers 
commonly known as Huzur Head Clerk and Huzur Second Clerk and 
the Magisterial Clerk) may each have one. No other cfiicer or clerk 
should be allowed to have keys and any spare keys shculd be in the 
custody of the Treasury Deputy Collector. All files shculd be sent to 
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Céllector’s house or eamp in locked boxes. Even in office confideatial 
files should be sent to him in the same way. Itis usefulto have two 
spare boxes marked “‘ To be returned to the Collector ” to enable the 
coflestor to send files to office from his house or camp whenever necessary 
As soon as either of these boxes is received in the office it is to be returned 
at once to the Collector empty. Onno account is anything to be sent 
Jrom the office to the Collector in these boxes. All the boxes should be 
numbered and have the words.“ Collector. of °? painted plainly 
on them. | ath 


147. yubmission of papers at headquarters—Camp “ tappal arrange- 
ment.—When the Collector is at headquarters papers for crceis :.¢-prcval 
of signature should be submitted daily in one or more batches ci such 
hours as he may prescribe. Only really urgent papers should be sub- 
mitted at other times. When heis ontour, files. will be sentio camp 
in-aecordance with a formal “ tappal arrangement” which will be Cazited 
by the camp clerk and after approved by the Collector will be cizonlated 
to the Treasury Deputy Collector. Personal Assistant, Sarishiadar, 
Heads of sections in the office, and such heads of cffices inthe Revenie 
or other department, and non-officials as the Colleotor may direct. A list 
of such correspondents should be compiled and mainiained. The tappal 
arrangement will show clearly where the Collector will be each day, 
the nearest post office to his camp and by what route and means of 
eomveyance the tappal will be despaiched to each oamp. An invoice 
will accompany each batch of tappal sent tc orfrome:mp. The camp 
clerk in the Collector’sCamp, and theHuzur H eed Clerk at Headquarters 
willscee that the invoices and their office copies correctly show the nymber 
and nature of the parcels sent. Each peon who takes charge ci the 
tappal a. .ny stage of juurmsy must s2¢ ha. i covresp nS with che 
invoice, and take over the invoice after getting it signed by the peon 
fram whom he takes it over. The camp clerk in camp and the Huzur head 
Clerk at headquarters must check the tappal with the invoioes on receipt 
and will return the invoices with any remarks that may be necessary 
{e.g., in regard to any loss, damage, or delay), to headquarters or to 
camp, as the case may be with the next batch of tappal. The invoices 
when received back will be filed carefully with their office copies, 


148. Arrangement of papers submitted to Collector.—Papers submit- 
ted to the Collector must be sytematically arranged .Fair copies, routine 
papers (that is to say simple files, in which there are not long notes, and 
that involve no intricate points, short drafts and bills) and difficult files, 
containing papers that oall for thought and study, and perhaps retetétcc 
to rules and laws or in which there are lengthy notes, should be kept 
separate from each other. In each of these three classes of papers again, 
Ordtnary, Urgent and Very Urgent files must be arranged separately. 
‘The peons should be carefully instructed in these matters. and ff is 
the business of the camp clerk, to see that this arrangement is properly 


- dhered to, whether at headquarters or in camp. a 
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149. Posting. list—Hearing-Card —-As often as may be necessary aad 
at least once a week a consolidated list of cases to be posted will bc 
submitted to the Collector who will fix the places and dates of hearing. 
The list will give the number of the cases a brief note of the nature of 
each (Criminal Appeal, etc.), and the taluk and village to which each 
relates. The list will be circulated from section to sectic n in alphabetical 
order (according to secticn letters) and the head of the last section is 
responsible for seeing that it is submitted to the Collectcr withcut delay. 
After the Collector has passed orders on the list it will be returned to. the 
Sarishtadar who will circulate it to the heads of section concerned who 
will note the dates and places of hearing on the files and issue notices 
of the parties at once. The fist of a copy of it will be sent with tbe least 
possible delay to the camp clerk who will enter the cases against the 
dates to which have been posted in the Hearing card which will be kept 
always on the Collector’s o ffice table whether in camp or at headquarters. 
After he has done the camp clerk witll return the list to the Sarishtadar 
after initialing it. If for any reascn a case that has once been posted 
and entered in the H earing card has to be adjouined it is the duty cf the 
head of the section concerned to inform the camp clerk at once in order 
that he may correct the Hearing card. 


150. Economy in the use of stationery.—The utmost eccnce my must 
always be exercised in the use of staticnery ard it is the duty cf allo flicers, 
theSarishtadar and heads of sections to enfcrce it, and to watch cc nstantly 
for possibilities of saving and examples cf waste. The following are 
some important points that should not be Jost sight cf:— 


(1) Indents—These must be carefully scrutinized and cut dcwn to 
the minimum. A possibility that must not be Jost sight of is that stocks 
may have been understated. This should be carefully locked into at 
the periodical stock-taking prescribed by rule 49, Stationery Marual. 
Not only should the stock in the stationery racks be thoroughly checked, 
but the clerks’ desks and almirahs in the office should be searched for 
concealed supplies of stationery (which term is here used to include 
forms). It should also be ascertained whether there are supplies of 
stationery which though obsolute can be made use of. As an example 
of the kind of abuses that the checking officer shculd be on the lec k cut 
for the following actual instances may be useful. In a certain c filice in 
Madras it was found that large supplies of stationery had been inderted 
for when the actual stocks were sufficient to last for several years. It 
was also found that demi-official paper which had “191” printed cn the 
line for the date had been discarded at the close of 1919, when paper with 
“192 “printed on it wassupplied. A large supply of the former, perfectly 
fit for use, was simply left to moulder on the scelves. Wher certzin 
chapter kinds of paper were substituted for more costly kinds, the latter 
were treated as “obsolute’’ as were certain envelopes that had been 
deleted from the standard list as unnecessarily long and the stock of 
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“ thése apers and envelope’ was simply left to. spoil. This kind of thing 


is prSbably much more common than any.one expects and it leads to 
ifamertse waste. : ees na 


- -1(2) Enclosures —These must be avoided as far as possible (para- 
graph 53 above). When they are necessary they sho uld as far as possible 
be typed in continuation of the main communication. Every sheet of 
paper and each side of it should be fully utilised. | : a 


(3) Office copies and covering letters.—Office copies may often be 
dispzased with (See paragraph 54 above). Covering letters must not 
bz gent with the various ‘‘ prescribed forms” of applications, returns, 
statements, certificates, etc., unless for any special reason it iS impossible 
to say allthat hasto be said in the form, and therefore necessary to explain 
or supplement it by a separate letter. 


(4) Blank sheets of demi-official, etc., paper.—Officers habitually 
- send out demi-ofiicials with one sheet blank, or sometimes only a few 
wovrds—perhaps only a signature that could easily have been got on to 
the first sheet, or on the second sheet. The second sheet should never 
be: wasted if it can be avoided. Blank sheets should be cut off demi- 
official letters—in coming and outgoing alike—and they should be used 
for writing chits, for office copies of demi-officials and so on. In future, 
demi-official paper will only be supplied in half-sheets, with blank 
continuation sheets. The blark paper shculd clways be used fer the 
second and subsequent sheets of a letter. 


(5) Post cards—Small envelopes.—Post cards should be used when- 
ever possible. This saves paper, envelopes and postage. Smallenvelope 
should be used for communication on half-sheets and should be indented 
for more freely. the demand for the larger envelopes being correspon- 
diagty reduced. Half-sheets of paper, should always be used for 
communications that are too long for a post card (or for which a post 
card would not be suitable) but which are not long enough to cover 
one side of a full sheet. 


(6) Re-maxing envelopes.—Envelopes received with ccmmunicaticns 
from other offices should be carefully cut (not torn), oper and preserved. 
When a sufficient quantity has accumulated they should be sent to the 
Government Press to be turned and re-made. The office much should 
also re-make envelopes in this way in his spare time. 


' (7) Econimizing envelopes in despatch.—A\i letters, etc., Which 
have to be sent to. the same address on the same day should, as far as 
sossible, be collected together and sent in 2 single envelope or in the 
pmaiiest number of envelopes that will contain them all, 
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Definite instructions in regard to thi: should be laid Gown for the guidance: 
of the Superintendent, Fair-copying section, who should be pro- 
vided with aset of pigeon-holes to facilitate the observance of this rules.. 


(8) Duplicators ana duplicating paper.—Special duplicating impression: 
paper should not be used unless, more than 50 copies of the matter 
duplicated are required. In other cases ordinarily printing paper. should. 
be used. Care should be taken to see that copies taken onthe dupli-- 
cator are not spoiled and wasted, owing to defective inking of the pads.. 
These of bad inks or other errors in working the machine cr negleet. 
to keep it in proper order. 


¢9) Regssters.—New registers should ordinarily be opened for each 
year. In preparing the registeis care should be taken to see that the 
registers do not contain more forms than are likely to be necessary te 
contain the year’s entries on the subject. Un used pages in a register 
need not be discarded at the end of the year. They should if at alh 
numerous, be torn out and utilized for preparing fresh volume. 


(tu) Extravagant spacing.—This should be avoided alike in writing 
in ruling and in typing. If this is ettended to, a half-sheet of paper 
will often suffice for what would otherwise have takena full sheet. Where 
sueh a saving will result communications should be typed with single 
instead of double spaces between the lines. Ail] notes, drafts and com- 
munication of whatever sort should be type on both side of the paper. 


(11) Docket-sheets.—Separete dooket-sheets to ccommuniecticns of all 
sorts and the absurd futile practice of writing dockets endecdresses on 
the back of letters and other communications should be abolished 
entirely. Of course the blank parts of sueh docket sheets as are in stoek 
should be made use of [c) (1) above]. But no more should be intended 
for. For the proper plaee of the docket or titl—See paragraphs. 
50 and 31 above. 


(12) Rough nozes or drajis.—'ihese chcould be mede on cheapest 
paper, the braoks of old forms, etc. 


(13) Drafys—When the number of short drafts are put up tegether, 
so far as possible they mzy be written in the run on form instead of 
starting a fresh sheet for each. 


(15) Telegrams—Economy —Strict economy should also be insisted 
on in regard to telegraphie communications. In the first place, a 
telegram must never be sent unl:ss it is absolutely necessary. If the 
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issue of a telegranj is duc to avoidable causgs, such as failure io issue 
reminders of to take action in proper time or any other neglect of 
dilatoriness the person at fault will be liable‘to censure, stoppage of 
incremsnt or pay the cost of the telegram after following the prescribed 
procedure, 


Secondly urgent telegrams must never be sent when an ordina y 
telegram will suffice. . e 


Lastcly, in drafting telegrams great care must be taken to exclude 
all maiier that is not essential, and to make the telegrams as brief as is 
consistent with intelligibility. Anexample or what is meant by excluding 
unessentials. it is quite unnecessary when writing te a subdcraingte 
directing him to submi: some record sby return of post to add “required 
for disposal of appeal posted io 27th instant” and that sort of thing. 
Clerks are extremely prone to enter into explanaticns of this sort which 


= 


are quite unnecessary. 


152. Stock files.—Permanent files of important orders shculd be 
maintained for case cf reference and musi be carefully kept up to date. 
These are quite distinct from the record files referred. to in paregraphs 
85 and 89. The filing referred to in these paragraphs is a method of 
disposal. The filing now under consideration is a convenient method 
of keeping important orders of Government, the Board, or Collector, 
District Magistrate which are required for frequent reference. The 
device is familiar, has long been in existence and needs no turther 
explanation. The Collector will prescribe for whai subject they should 
be m2intained. Whenever an imporiant order is received or issued 
containing general instructions one of the subjects for which 2 stock 
file is maintained the head of the section that deals with that subjeot 
will see that the original order is put into the appropriate stock file and 
that a slip containing a reference to the page of the file where the order 
is to be found, is at the same time placed inthe record file. Hf an orders 
filed in a stock file is superseded by another or wheman-order becomes 
obsolute the head of the section, that deals with the subject will see that 
the order which has been superseded or the one that has become chsolete 
as the case m2y be removed from the stock file and placed in tnz record 
file. OO 


Each stock file will have iable of contents profixed to it giving the 
number and date of each paper file , ifs title, andthe page in he file 
where it willbefound. The pages of these files must be neatly numbered 
in red ink. When stock-files are put up for reference, thay are not to 
be flagged. The passage io which reference is invited will be indicated | 

_in the margin of the note in the ysual way, by quoting the page of. the 
stook-file where it occurs and also the number and paragr sh of 


« 


the. Government Orders, etc. | a 


Soe 


_ When a fater modifies an earlier one the fact must be noted on an 
earlier order, with a reference to the page of the file where the later order 
is to be found. Heads cf sections are responsible for examining these 
files at frequent intervals and seeling that they are kept carefully and 
tidily and brought up to date. 


153. Administration reports——The annual administraticn. repcrts 
of various departmierits, With the orders of Government cr the Bcard 
on them must be submitted to the Collector and District Magistrate 
as scon as they are received, with a brief note imviting his attention 
to any special instructions, structures or comments of the Board, High 
Court, or Government, cr to any matter of general interests in regard 
to which it seems desirable to issue specific orders. The Jaraabandhi, . 
the Excise and the General Presidency administration repcris ‘cr a 
series of years will be made up into file and bound wher the file reaches 
aconvenient size. They will be kept. permanently like bocks ci ref:rence 
in the Collector’s office. All other administration reports may be put 
jnto record files and destroyed after a pericd of ten years. 


154. Record of discussions.—The following principles sneuld be 
observed while preparing record of discussions of important meetings 
held at Official level— 


(1) There is no need to have a record of discussions if the discussicns 
are casual or informal. in most cases where the discussions take place 
among officers of the same department there may be no need to prepare 
a record of the discussions. 


(2) @) Whenever formal discussions are held, particularly with 
officers cf cther departments, a brief reccrd should be prepared. This 
reccrd should contain the views expressed by the leading participants 
and the decisions arrived at. 


(ii) Such record of discussions should be prepared by the officer 
who may have converted the meeting or by one of this subordinate under 
‘this direction. 


(iii) Where the officer who may have convened the meeting is 
higher in rank than those who participated in the discussion such record 
should be prepared by such officer and then sent to the participants. 


(ivy) Where the officer conveningthe meeting is cf the same 
status as the other participants the record of such discussions shall be 
circulated to such participants before finalising it. 
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"+ (¥) Whenever a draft record is circulated before it is finalised 
all-amendments suggested by the perscrs who may have participated 
in the Mseussions shall be duly taken note of before. eahsane the Bote 


of the discussions. 


[B.P. Perm. No. 866 (T) dated 3rd June 1970.] 


[G.0. Ms. No. 2012, Public (Services-A) Department, dated 
Ist September 1970,] oy 


a Dis. T-605/70, dated 17h September 1970.) 


APPENDIX A. 


LisT OF INDEX HEADS. 


This is a general list and many of the headings are not required in all officers. 


A head may be alone or in combination with any sub-heads. 


Any head may, if 


appropriate, be used as a sub-head under any other head, e.g., ‘‘Budgets” may te 


used as a sub-head under “‘ Police”. 


where possible. 


Local classification should be 
For instance, in indexing papers realting to assignments, leases, etc. 


introduced 


of land or to encroachments, after the main head “ Encroachment ”’, etc., should come 
the name of-a taluk such as “‘ Papanasam "’—“ Pattukkottai ”, etc. after the name-of 
the taluk should come the name of the village, after that the survey number and after _ 


the survey number the petitioner’s name, ¢.g., “« Subramanya 


Pillai, A. K. ”°— 


and such useful topographical or other details as * Cart-track ”’——‘* Tank -bed ”, etc. 
Land acqusition files will be indexed in exactly the same way under “ Land acquisition” 
‘The names of the taluks and under each taluks the names of the villages will be arranged 


in strictly alphabetical order. 
order under each village. 


The survey numbers will 
Personal papers relating to official should be indexed under 


be arranged in numerical 


the name of the officers concerned Heads in brackets are not generally to be used as 


heads, but only, if necessary, as 


sub-heads. Additional legal, etc., heads may be 


selected if required from the lists to the beginining of each volume of Woodmans 
Digest the abbreviations (C.I.) etc., in brackets should always be used- 


“A” 
* 


Abkari— 
Country Liquor-—(C.L.) 
age, 


Toddy. . 
Fixed fee system. 
General. 


Under these sub-heads further sub-heads, 
such as Duty, Lease, Licence, Permit, 
Shop, Shep-site Warehouse, will be 
opened as required. 


Accounts. [See also Raiiway.] 
Accountants— 
Chartered. 


General. 

Income-tax. [See Income-tax.] 

‘Taluk Head— — 
[Village—See Village Officers.} 

See also Auditors— 

{Account} Code. See Civil Account 
Code. | 

_Accounts—, 


[See also Income-tax]. 


(Treasury—See Treasury). 
Village— 


(Achukattus. See Assessment) - 
Acquisition. See Land Acqusition. 
(Acts. See under the several short titfes). 
(See also under Books and Publications). 
Adangals. See Village Accounts. 
Additional District Magistrataes. 
(Independent), See Magistrates. 


Address— 
Forms of—See correspondence. 
Valedictory. [See Government Ser- 
vants ’ Conduct Rules.] 


(Adjustments. See Accounts.) 
Excise— 
Presidency-— 

(and so on). 


Administratvie Powers. 
Administrative Sanction. 
Administrator-General. 
Advances— - 
Agricultural— 
Floating— 
House— 
House—-Building— 
Intensive Manuring Scheme— 
Land Improvement— 
Motor— ° 
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Advances—cont. 


Permanent— 

State— 

[General Provident Fund—Provident 
Fund.] 

. Survey— [See Survey.] 

Tents. 


Advertisements. (See also Publicity.) 
Advocete-General. 
Affiliation. (See Education.) 
Affiliation. (See Forests.) 
Agriculture— 
Crop Conipetitions. 
Crop Cutting Experiments. 
Cultivabdle Waste Lands. 
_. Essential Articies. 
_Food Production. 
Grow More Food. 
_ Intensive Cultivation Scheme. 
Lift lrrigation. 
Planning and Development. 
Raijway Priorities. 
River Pumping Scheme. 
Improved Seeds. 
Tractor Reclamation. 
Under Ground Water-Supply. 
(Agricultural Advances—See Advances.) 


(Agriculture Calendar. See Books and 
Publications.) 
(Agricultural Income-tax—See Income 


tax.) 

(Agricultural Journal. See Books and 
-Pubhications.) 

Agricukural Society. 

(Agriculture Statistics. See Statistics.) 
Castor-Seed. 


Cattle-Breeding. 
Coconuts. 
Cotton. 
Foodgrains. 

. Groundnut 
Implements. 
Indigo. 

Insects and Pests. 
Manure. 

Oil Seeds. 
Rubber. 

Seed Selection. 
Sugarcéne. 
Tobacco. 


(Qther sub-heads to be opened as 
required.) 


Air-craft. ; 
Air-guns. (See Arms Act.) 
Ahenations— 


(Pensions. See Pensions.) 
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(Aliens. See Foreigners.) 
(See also Enemy Property—Enemy 
Trading). 

Allotment— 
(Additional—See also Funds). 


Allowances— 
Bonus. 
Capitation. 
1arge— 
Compassionate— 
Conveyance— 
(Daily— See Travelling.) 
Deputation. 
Duty. oy. 
Exchnage Compensation— 
General— — 
_Grain—Compensation. _ 
(House. See Conveyance.) 
House Rent— 
Ivudittam. 
‘Local. 
Personal. 
Shorthand. 
Tasil 
Tenage. 


Travelling (T.A.). 

Officials. 

Non-Officials. 

Witness. 

War, etc. - 
(Amelioration— See Prohibition.) . 
(Ammunition—See Explotves.) 
(Anchors. See Marine.) 

(Ancient Monuments. See Archa- 
cology.) 
(Anicut. See Irrigation.) 


(Animals, Cruelty to. See cruelty to 


animals.) whore eee 
(Animals, wild. See Wild Anes) 
(Animal Husbaridry. Sée Véterifiary.) 
(Anthrax. See Cattle’Disease.)  ° 
Anti-malarial measures. (See Malaria): 
(Antiquites. See Archacology,) ... 
Anti--rabic treatment. (See Pasture 
Institute.) 
Appeals against acquittal. 
Criminal appeals.) 


Appeals— 2 Ng 

(This head is for general orders ,about 
appeals. Appeals against orders will 
be indexed under the subject. of ‘the 
orders, e.g., “‘ Assignmerit”. ‘Depart- 
mental appeals will be indexed under 
the name of the appelkant. Appeals 
from the decisions of Civil or Criminal 
Courts will be indexed undér |“ Suits 
Appeal” “Criminal  <Apfeals,”,. 
respectively. pos 


(See also 


b 


A—cont, 
Second Appeals. (The -bove note A—cont. 
appites here.) (Avaram. - See Tanning.) 
(Avenues. See Trees.) co 
(Ayurvedic . System. See Medicine— 
; Indigenous Systems.) 
Appointments. 


[General orders about appointments. 
Individual Appointments will - 
founc under the name of the officer 


concerned.] “*B” 
(Backward Classes. See Depressed. 

Apprentices. ty Classes.) 
(Appropriations. See Funds.) _ Bacteriology. 
Arbitration. bes. ¢ * “Backyards.) : 
Aboriculture. i. i” (Badges. See Clothings.) S 
Archaeology. «Badges and Belts. See Clothing.) . 
Arms Act— Bail. (See Courts.) 

Exemptions. Bank— , 

Licences. (Reserve Bank of India.) 
Arny —See Miiitary ¥ f § Gtate Bank of India.) 
(Arrack. See Country Liquor Arrears.) , | (See Co-operative Credit.) 

(See Savings Banks.) 

(See also Revenue Recovery.)} Ranker’s Bocks. 

Irrecoverable— «Banks. See Canals, Tanks, etc.) 

List. * ‘Barges. See Marine.) 

(...0f Pensions. See Pensions.) Barracks. 

Articles of Commerce—Ordinance. ‘Basel Mission. 
Articles of War. ‘Batta. See Allowances. Grain ‘Com-. 
(Artisan Inams. See Inams.) pensation Travelling.) 
(Asalaminba Gardens. See Inams.) Beer— 
Asavas and Arishtas—See Prohibition. Breweries. 
(Asam Labour and Emigration Act. See Shops. 
Emigration.) Taverns. 
Assault. (See Akbari:) 
Assésted waste. (Belts. See clothing.) 
Assessment— (Bench Courts. See Courts.) 
Ground-rent. (Bench-mark. See survey.) 
‘(income-tzx. See Income -tax— (Beri-beri. See Medical.) 

Assessment.) Berziz deduction. 

Quit-rert. (See also Land Acqusition.) 

(Tree Tax. See Country Liquor.) Bicyeles. 

Assessors. (See also Income-tax.) (Bills. See also Treasury.) 
Assignment— (Binding. See Book-binding.) 

Dharkast. (Bioscope. See also electricity.) 

Land. (Birds, wild. See Wild Birds.) 

Lard Revenue. Q@irth, alteration of date. See _ service 

Revenue. Books and Rolls.) ony 

(State. “See Funds.) 

(Central to State. See Funds.) (Birth and death. See Vital Statistics.) 
Assistant Collectors. Bishop. ss 
Assistant Commissioners. (See Income- —_ Black lists. 

tax, Salt and Abkar1.) (Blankets. See Clothing. 

Assistant Tahsildars. (Block Survey. See Survey.) 

Assurance, Life. (Board, District. See Local Boards:) » 

Assurances. (See Registration.) (Board, Local. . See Local Boards.) 

Ashytums. (See also Lunatics.) (Board, Taluk. See Lécal Boards.) 

Audit. (Board of Examiinationers. See Exami-. 
nations. 

Auditors. (See also Income-tax.) Board of Revenue. 


(Anditor’s Certificates. See Companies (Board, Sanitary. See Sanitatiqniy""* 
Act. See also Income-tax.) Board’s Standing Orders. 
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B—.cont. rec 
(See aiso Books.and Publications.) (Cable. See Telegraphs.) 
-Boating and Shipping Rules. (Caligula. See Irrigation.) 
; (Camp Equipment. See Civil Services, 
(See also Allowances. Conveyance, Regulations, Allowances, Travetling.} 
_ Travelling.) 
Boats and Ferries. Camping ground. 
(Boiiers. See Prime-movers.) Canals. 
Bonds. Cantonments. 
Bonus. See Allowances.) (Caoutchocuined spirits. See spirits, 
Book-binding. denatured.) 
Books and Publications. Carnatic Stipendiaries. 
{See also Registration of Books). (Carriages. See Railways.) 
(Books, Service. See Service Books.) Carriers. 
(Boring. See Pumping and Boring.) Cartstand Cart-hire. (See also 
Travellers.) 
Borstal Institute. Cartstand. ; 
‘Botanist, Government. (Cash certificates. See War Loan.) 
, Botany. (Cash-chest. See Treasury.) . 
. . See Survey.) | (Cash-keeper. See also Treasury.) 
Boy-scouts. (Castor-seed. See Agriculture.) 
Boycott. (Casual leave. See leave.) 
Breach of trust. Casualities. - 
<(Breaches of Contract. See Contract (Cattle-breeding. See Agriculture.) 
also Labour.) Cattle Census. 
“Bricks and Brick-fields. (See Public (Cattle diseases. See also Veterinary.) 
Works.) Cattle mortality. 
- (Bridges. See Local Funds Municipal (Cattle pounds. See pounds.) . 
and Public Works.) (Cattle shows. See also Agriculture and 
Veterinary.) 
‘Budget— ; Cattle trespass. ‘ 
(Cemeteries and Tombs. See also. Burn- 
Control of expenditure. ing and Burial grounds.) Bh 
Debate. (Cemetery. See Cemeteries and Tombs.) 
Estimate, Civil. Censorship. —_ 
Statement of numbers. (Census. See also Cattle Census.) 
> Budgets. (Certificates, Medical. See Medical 
Certificates.) 


Certificate of age and nationality... 
(General orders regarding—Individual Certificate of identity. a8 
budgets to be indexed under the name (Certificate of Seaworthiness. 

ofine departmert, local bedy,  ctc., See Marine.) Fr 


to which they relate.) (Cases. See Assessment.) 
(Ceylon pensioners. See  Pensionacis 
Political.) —_ 
~ Buildings— Chamber of Commerce. rr . 
Government. (Chanks, . See Fisheries.) hart 


Rented. (Channel. See Irrigations.) -- - 
. Buildings. See Land Acquisition, ~ Com- (Chapalins. See Ecclesiastical.) 

pensation.) (Charge allowance. See Allowance.” 
«(@ungalows, Travellers, See Travellers (Charitable Endowments. See ~ Endowe- 


Bungalows.) ments.) 
¢(Bunker Coal. See Coal.) Chatram. 
Burning and Burial grounds. Chavadi. 
Papers relating to acquisition for these to Cheating. 
be included under Land acqusitioa. Chemical fertilisers— 
Intensive Manuring Scheme, 
Nitrogenous, Looe 


- . Burrow pits. See Public Works.) Phosphatic. tigseee? 4 ar" ne Pe 
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C—cont. C—cont. 

Chemicals. | [College. See also Agricultural Engi- 

. see Sak hE ~ neering, Forest, Medical, Veterinary, 
Chemico—legal examination. etc] 
Chemists. fCommandant, Nayar Brigade. See 

) ae Military.] 

Chentsus a | [Commandeering. See Food-stufts, etc,] 
Chiefs Ruling. {Commerce. See Industries.] 


[Chit Funds, See Coropanies Act.| [Commerce, Chamber of [See Chamber 


Cholera,[See also Eplidemic disceases, of Commerce.] 


: “os Commercial Taxes— 
Sanit : 
Medical and itary.] The Madras Betting Tax Act, 1935. 


[Choultry, See Chatram.] = The Madras Entertainment Tax Act, 
[Christian Marriage Act. See Marriage] 4939 
' Chronology. “toh Se The Madras General Sales Tax - Act, 
[Church. See Ecclessiastical—-Public 1939. 
~- Works.} The Madras Sales of Motor Spirit 
C.D. — Taxation Act, 1939. ; 
[Cinchona. See also Quinine.] The Madras Tobacco (Taxation o 
[Cinematograph. See Bioscope.} Sales and Regulation) Act, 1953. 
[Circular. See Correspondence. ] (Under these sub-heads furtrer —sub- 


[Individual circulars will of course be “heads, such as De isti 

= : ; pots, Distillery, 
indexed age — subject heads tO [ease Licence, Permit, Shop, Ware- 
which each relates.] house, etc, to be opened as 


{Circumferentor, See Survey Instru- required ] 
ments.] A : Commission. 

Civil Account Code, (C.A.0.) Commissioner. (See also Board of 
[Civil Assistant Surgeons. Post- Revenue) Corporation of Madras 

Graduate Course. See Medical.} Income-Tax, Labour Commissioner, 

[Civil Badee a See Budget Police Commissioner, Revenue : 
Estimate, Civil. | Department t 

icivil Courts ie Courts, an ee ; Separate Revenue 

{Civil Jails. See Jails.] bli [Committee, Advisory.] 

[Civil ci See Books and Publica- ree Prohibition, Medical, Students, 
tions. ; etc. 

Civil Procedure Code [Civ. P.C.] [Site. ee Site Committee.] 

Civil Servants. [Communal Poramboke. See Porimboke. 


Civil Service Regulations [C.S.R.] [See = [Commutation, Pensi : 
_also Allowances and advances, etc.] Cuuipanies: Ace. See al oes 
[Civil Suit. See Suit.] panies Registration Act.] 
Civil Supplies. fCompanies, Insurance.] 
(Classification, See Accounts, Settlement, {Compassionate Pension. See Vensions.] 


etc. , : {Compensation for dearne: f foo 
Ceennay ce label. See Marine] See Allowances, Grain ee . 

vee: {Compensation for os ; 
Cicthing. ments} n for tenants, improve- . 


[Clubbing. See Village Officers Act and [Compensation. See Land Acquisiti 
Proprietary Estates Village Service [Compensation pension. See pooart 


Act.] [Completion report. See Public Works.} 
on ; [Compost. See Manures.] 
(Cocaine. See Abkari, Drugs.] [Composition, See Assessment: See also 
{Coconut, See Agriculture. ] _ Criminal cases. Income-tax Tools.] 
oe a | {Compound lands. See Assessments.] . 

[C ‘ee-steal ing.] [Compulsory Labour. See Kudimara- 
[Comn. See Treasury ; also Currency.] mat.} j 
Collections. , {Conduct Official. See Misconduct.] 


‘Collector. ~ Conferences. Informa. 
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82 
, C—cont. 
Concessions. 
Sonfinement. See wrongful Confinemest.} 
[Conservancy. Sce Rivers ; also Sanita- 
tion.] 
{Conservator. See Forests.] _ 
[Construction. See Public Works.] 
Consul. 
Contingencies. 
Contract— 
Breach of. 
Contingencies. 
Grant. 
Labour. 
[Contracts and agreements. 
ways.] 
{Contribution. See Local 
Pensions, Public Works, etc.] 
Control of Expendiwure. See Budget.] 
{Convicts. See Prisoners.] 
Co-operative 
Credit. 
Societies. 
Unions. 
Ccpies. 
Copyists. 
Copyright. 
[Cordite. See Explosives.] 
Coroners. _ 
{Corporal punishment. See Whipping.] 
Corporation of Madras. 
[Correspondence. Sze also Ellis Tom 
kin’s System, Tottenham’s System.]} 
{Corundum. See Mines.] 
[Cottcn. See also Agriculture.] 
Cotton control. 
Council of States. 


See Rail- 


Council Rules. 
{Counterfeit coin. See Currency. } ; 
{Countersignature. See contingencies 


and Treasury.] 

Country liquor— 
Arrack. 

Toddy. See Abkari. 

[Under these sub-heads further sub- 
heads such as Depots. Distillery. 
Lease, Licence, Permit, Shop, Ware- 
house, etc., to be opened as required 

{Courts of Wards (C.W.)] 

[Papers relating to individual estates to 
be indexed under the names of such 
estates.] 

Courts— 

Bench. 
Civil. 
Criminal. 


Boards, Criminal Breach of Trust. See 
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C—cont. 
District. 
High. 
Sessions. 
Small Causes. 


Village. toe oe he 
{See also Magistrates; regarding addi- 
tional legal heads. See instructions 
on page 45,] oe 
Court Fees and Suits Valuation Act. .~ 
fCowle. See Assignment.]} 
[Cranege Fees. See Marine] 
{Credit. See Co-operative credit] 
{Credit notes. See Railway.] 
[Criminal appeal. See also Appeal 
against acquital.] 
Breach 


of Trust.} 

[Criminal Courts. See Courts.} © 
Criminal Justice. 

(Criminal lunatics, See Lunatics.] 
Criminal Procedure Code (C.P.C.) 
Criminals. 

Criminal Settlement. 

Criminals Statistics, 

Criminal Tribes. 

[Crop. See Assessment] 

[Crop competitions. See Agriculture.] 


{Crop cutting experiments, See Agricul- 
ture.] | 


Crop experiment. 

Crown grants. 

Crown Prosecutor, 
Cruelty to animals. 
Currency. 

{Currency chest. See Treasury.] 
wWurrency notes. See Treasury. 
Cultivable Waste Lands. See he cise 
[Custodian of Enemy Property. See 

Enemy Property.] —_ 
Customs. 
Customs. Imperial Service. 
[Cutcherry, Amsam. See Chavadi.} 
[Cycles. See Bicycle] 
Cyclone. 
Cyclostyles. 

é D 33 
Dacoity. 
Dairy. 
[Dam. See Irrigation.} 
Darkhasts. See Assignment.] 
csp ae See Tnams.] 
ata, Stamps, See Rubber Stamps. 

{Dead Honse. See Mertuary.] a 
(Deaths. See Vital Statistics] 
(Debentures and Loans. See Rathways.} 
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D—cont. 
Decentralisation. 
Defalcations. 
Defamation. 


{Defence Force. See Military.] 
Defence of India Act. 
Delegations. 
Demand, 
(D.C.B.) 
{Demarcation. See Survey.] 

* Demobilisation. te 

{Denatured spirits. See Spirits, 
denatured,] 

Deposits. ; 

{[Depot. See Alkari, Country liquor ; 
also Emigration.] 

(Depreciation. See Income-tax.] 

Depressed classes. 

[Deputation. See Allewances.] 

FOrders regarding individual officers to 
be indexed undci ihe personal names 
of the latte ° ' 

[Deputy Ccel:cciors. See also Treasury 
Deputy Collectors.j 

Deputy Tahsilcars. 

Deseriers. 

[Designs. Sco Type-designs.] 

{Despatch. See Correspondence.} 

{Destructicn of rats. See Plague, rats.] 

[Distruction of records. Seg Records] 

[Destruction of wild animals. See Wild 
Animals.] 

uDestructive insects and pestis. See 
insecis and pests; also Agriculture.] 

[Detemes. See vVrisonets, State] 

[Devasthanam. See also Religious 
insfitutions and temples.] 

(Devaswom. See Native States.] 

(Diamonds. See Mines, Minerals.] 

iDictionary. See Bceoks and Publica 
tions.] 

iDiffereatial Water-rate. See Assign- 
ment Charges for water.] 

{Diglott registers. See Accounts— 
Village.] 

Director of Public Instruction (D.P.1)). 

[Disafforestation. See Forests.] 

{Discretionary grants. See Grants] 

Dismissal. 

[individual cases to be indexed under 
personal names. (See instructions on 
page 44) and not under this general 
beads.] 

Dispensary. 
[Disposal Numbe- Sysiem. See Corres 
pondence.} 
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D—cont. 


{Distellery. See Abkari, country liquor, 
arrack, prchibition.] 
(Distribution lst of work. See Secre- 
tariat, Board of Revenue.] 
{District Board. See Local Boards.] 
{District Emergency Committee.] © 
{District Gazette. Sze Gazette.] 
[District Gazetteers. See Gazetteers.] 
{District Medical and Sanitary Officer. 
See Medical.] 


{District Municipalities. See Munici- 
palities.] 

Distilleries. 

District Prohibition Advisory Councils. 
[District Recruiting Officer. See 
Recruiting.] 

[District Scldiers’ Committee. See 


Demobilization.] 
(Divi Pumping System. See Irrigation,]} 
[Divisionzi Charges. See Jurisdiction.] 
Divisional Officer (D.O.). 
Dicisions and Yaluks, Redistribution of 
—Documents. 
[Copies of. See copies.] 
Custody of— 
Production of — 
Reiurn of— 
{Dogs. See also Rabies.] 
[Domestic Economy, See Books and 
Publications.) 
{Domestic Science Classes. See Books 
and Publications] - 
Draftsman. 
Drainage. 
Dramatic performances. 
[Dredger. See Marine.] 
Drugs. Bhang, Cocaine, Ganja, Mor- 
phia, Opium, etc. See Prohibition J 
Dry zone. 
[Duffasal. See Assessment.] 
Duplicators. 
Dyes and Dyeing, 


E, 
Earthquake, 
Easements. 
Ecclesiastical (Eccl.). 
Eclipse, 


Economic Condition. 
Economic Products. 
Editors’ Table— 


Papers. 
Privileges. 


84 
E—cont. 


Education (Edn.) 
Elementary— 
Female.— 

[See also Indian 
Secondary. 
Technical, etc. 
Further sub-heads as required. 


Elections. 
{Electoral Rolls. See Elections.]} 


Electric— 
Fabs. 


Installation. 
Light. 


Meters. 
Plant. 
Wireman. 
Scheme.] 
Electricity. 
{Electric Motors. 
lities.] 
Elephants. 
Ellis Tomkin’s system. 
Embezzlement. 
JEmergency Reserve. See Police.] 
Emigration. 
Employers’ Liability. 
Encroachments. 
fEndowment funds. See Funds Endow- 
ments.] 
Endowments— 
Charitable. 
Religious. 
Enemy Missions. 
Enemy Property— 
Custodian of 
Enemy Trading. 
Enforcement—_ 
Foreign liquor. 
(Further sub-heads, such as permit 
for personal consumpsion, _ sales 
tax, gallonage fees, etc., may be 
opened as required.) 
Inspections. 
Molasses. 
Pharmaceutical Laboratories. 
Residuary work. 
Spiritucus Essences. 


Educational Service.] 


[See also Hydro-electric 


See Irrigation faci- 


Spirituous Homoeopthic Preparations.. 


Spirituous Medical Preparations. 
Spirituous Toilet Preparations. 


Sweet Toddy. 


Taluk Prohibition Committee. 
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E—cont. 


Enforcement—cont. 

Varnish. 

Enfranchisement. [See Inams.} 
Engineer. (See local funds Public 
Works.] 
Engineering— 

College. 

Students. 

(Engines. See Railway.] 

[Enlistment. See Recruiting.] 

[Enteric. See Medical.] 

Entolomology. 

{Ephemeris. See Books and Publica- 
tions. ] 

Epidemic diseases. 

Epigraphy. a 
Equitation test. 

{Errata lists. See Accounts—Village.] 
Escheats. 

[Essential articles. See Agriculture.] 
Establishments. 

Estimate— 

Attached. 

Impartible. 

Land Act. 

[Permanently settled. See also Pro- 
prietary Estates Village Service.] 

Estimate— 

(Under this head. general orders re- 
lating to estimates will be indexed. 
Individual estimates will be indexed 
under the heads to which the indi- 
vidual works relate, e.g. Irrigation, 
Buildings, etc.] 

Ethnography and Ethnology. 


-European— 


Aided Schools. 

Professors. 

School Examinations. 

Service Leave Rules. 
{European deserters. See Deserters.] 
{European Graves. See Burial Grounds. 


European manufacture. Articles of 
[See Stores.] 
Buropean vagrancy. 
FEvacuee Property. 
Evidence. 


Evidence powers. 
Examinations— 
Promotion. 
Septennial, etc, 


[Examiners, Board of. 
trons.] — 


Excess Profits Duty ¢E.P.D.). 


See Examina- 
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E—cont, 


(See also Income-tax) 

Exchange. 

(Exchange compensation. See Allo- 
wances.) 

(Excise. See also Foreign liquor, Country 


uor, 
(Excise Manual, See Books and Publi- 
cations,) 
(Executive Magistrates. See Magistrates.) 
(Exemption. See Examinations.) 
Exhibition. 
Exhibits. 
(Expenditure. See Accounts, Funds. etc-) 
Experimental station. 
‘(Exploring Licences. See Mines-) 
Explosives— 
Magazine. 
Manufacture. 
Possession. 
Sale. 
Transport. 
(Export. See Trade.) 
(Ex. Raja) Index under name of State. 
Extradition. 


Extraordinary Pensions. See Pen- 
sions.) 

F 
Factories. 


Fairs and Festivals. 
(False evidence. See Evidence.) 
(Family Pensions. See Pensions.) 
Famine— 

Programme. 

Relief. 

Tools. 

(Farcy. See Cattle Diseases.) 

(Fasaljasti- See Assessment.) 

(Fasalkammi. See Assessment.) 

Fees— 

Consulting— 
Examination, etc.—— 

Fees to Pleaders. 

(General orders alone. Individual cases 
will be indexed under the Suit to 
which they relate. 

Ferries. : 

Festivals. (Sez also Fairs.) 

(Field Measurement Books. See Survey.) 

(Fifty-five year rule. See Civil Service 

_ Regulations.) : 

(Files. See Correspondence—Stationery.) 

(Finance Cc m nitte-. 


(Finance Department. See Indiain—) 


F—cont, 


Financial (Fin.) (See also Treasury.) 

(Financial Irregularities, See Accounts 
Objection Appropriatin Defalcation.) 

‘Financial Statement. 

Fines. 

(General orders about — Individual 
orders iaflictir g—to be indexed under 
the personal name of the office 
fined.) 


Finger-prints. 
ire— 
Precautions against— etc. 
(Fish. See Game and Fish Preservation) 
Fish Farms 
Fisheries 
(Fixed—fee system. See Abkari.) 
Flags and Flags staffs. 
(Flags staffs. See Flags and Flag-staffs.) 
Flaties See Stationery : 
Flocds. 
(Flora. See Botany) 
Fodder. 
Food Control. 
Food-grains. 
Food-production. 
Food-stuffs. 
(Foreign liqucr—See Enforcement.) 
(Further sub-heads such as permit 
for personal consumption, sales tax, 
gallonige fees, etc., may be opened 
as required.) 
Foreign Service. (See 
Regulations.) 
(Foreigner, Hestile. See Ali¢ns Enemy.) 
Foreigners. 
(Foreigners, entry of— 
Ingress in‘o India.) 
Foreigners Ordinance. 
Foreshore. 
Forest College. 
Forest—Set!tlement. 
Forestry, Board of, 
Fc rests (For). 


(See also Agriculture.) 
(See Agriculture.) 


Civil Service 


See Aliens 


(Under this. sub-heads should be opened 
as required, ¢.g., disafforestation 
reserves. Seigniorage, timber transit, 
unreserves, etc., See also grazing.) 


Forefeiture. 

Forgery. 

(Forms. See Stationery.) 
Fortnightly report. 

(Frauds, see Defalcations, 
(Frontier See Native States.) 
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Fu~cont, 


(Fuel. See Fores's.) 
(Fugitive offenders. See Extradiion.) 
Funds— 

Avproprietion, 

Central. 

Endowments, 

Fxpendiiure, 

Reappropriation. 

Réecumption of—~ 

Sinking 

State. 

Surrencer of— 

Transfer of—~ 

(See also /lotmen’.) 

Sée alSo Grants.) 
Furlough, (see Leave.) 
Furniture, 


G 


(Game. See Wild Birds.) 
(Game Rules, See Fore:ts.) 
(Game and Fish Preservaticn, Nilgivis.} 
(Ganja. See Drugs.) 
(Goal. Sez Jai's.5 
(Gauge, rain. See = ain-guage.) 
Gazette— 
District — 
Fort St. Georzo— 
Of India. 
Police— 
Regis: ra tion— 
Gazetted Officer’. 


(General orders only. Orders 
affecting individuals to be indexd 
under theirr *aective aames.) 
Gazeiteers, 
Geneology. 


General Cliurces. 

‘Gon.ral Hospital. See Medicat~- Public 
Works.) 

(General Provident Fund, 
vident Fund.) 

Geology. 

(Girders cnd Sleepers. See to ifway.) 

Gir} Guid 

(Glanders. See Darcy.) 

(Glass. Sze Stores.) 

(Gliv, See Yndastrivs, Siati 

(Government oon ignmenis.) 

(Governmant Form. S22 Aagricy tur.) 

(Government House. See Public Works.) 

(Government Maiernity Hosottel, See 
Medice]—Public Works.) 

Government Muscum. See Museum.) 

(Gavernment Opthalmic Hospi, See 
Medical—-Pubhic Works.) 


w 
22 


Pro- 


pee 
Heres 


G—cont, 
Government Pleader. 
Government Press, 
Gov rament Sorvants’ Conivuct Rules, 
(See clso OfRcisl Mi cond.ct.) 
Goverument Solicitor. 
Governor’: Tour, 
(Grain Compensation, See Allowazices.) 
(Gremanatiam, See Hovsa-sites.) 
Grants—Diser. tionary. 
Contral— 
State— 
Teathing, 
(See also Funds.) 
Gratuity. (See Pensions.) 
Gréring— 
Fees, 
Grounds, 
(Grcen mant.re, See Manure, zlso 
Forests.) 
(Green Leaves Sce Manures), 
(Groun? Rent See Agriculture.) 
(Gtound Rent. See Assestment, 
(Grow More Food. See Agriculture.) 
(Guardians and Wards.) 
(Ganlicences. See Arm? Act,) 
(Gms. Seo Arms Act.) 
H 


Hackney Carriages, 
(Hail-making, See C,. stoms,} 
(H.duing alowances—See Allowances, 
Travelling.) 
dandwriting Expert, 
(Harbour ducs, Sve Marine, 
(Hariians. Depressed Ctesses.) 
‘Headmen, S¢e Villages. Headnien.) 
Headgnarce:s, 
(Headquarters De puty 
Deputy Collectors,) 
(Headauarters Hespital. Sve 
Funds-—- Municipal—-Medical.) 
(Headquarters Sub-.Oc lector. 


Collector 
Local 


Seg 


_ Collector.) 
Heads cf Deparmerns., (General) 
only.) 


(tisa:th leciur.s. Sec 
iaioa) 

fifueditery villc ge officers, Sve Village 
cifieeis, Hereditary.) 

(ifid.s, See Hiles and Skins, 

PYiles nd Skins, 

(Higa Court. See Corris, High.) 

Hilt Allowance Code, Madras, 

Hindu Lay, 

iqofidave, 

sifome Rule Movement See Political 
agitation.) hoes 

(Honorarium. See Civil Service Rog -- 
tations.) 


Medical Sani- 


é 


Ak 


ae] 
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H—cent. 


Hook swinging. 

Hook worm. (See also Medical.) 

(Horse-advance. See Advances.) 

(Horse-breeding. See Veterinary.) 

Horses. (See also Veterinary.) 

Hospital, See also General, Govern- 
ment Maternity, Government 
Opthalmic, Headquarters, Local 
hee Medical, Municipal Veterinary, 
etc, 

Hostel, 

[Hostile, aliens. See Aliens (Hostile) 
Enemy trading, Defence of India] 
(Hot weather charges, See Contingencies) 

Coa 
ouse-sites. 

(House-tax. See Municipal—Unions.) 

(Hydro-Electric Scheme.) 

(Hygiene. (See Sanitation.) 


I 


(Impartible estates. See Estates.) 
Imperial Indian Relief Fund. 
(Imperial Institute.) 
(Import. See Trade.) 

_ (improved Seeds. See Agriculture.) 

* (Improvements, Tenants, See Compene 

sation for tenants’ improvements.) 

Inam Commissioner. 


Inams— 
Artisan. 
Asalminha. 
Charitable and Religious, 
Dasabandam. 
Persons. 
Quit-rent. 
Title-deed. 
Survey excess, 


Iacome-tax (I.T.)~ 
Accountants. 
Agricultural. 
Appeals. 
Assessment. 
Auditors. 
Collection. 
Composition. 
Exemptions. 
Refunds. 
Review petitions. 
(See also Excess profits duty, 
super-tax.) 
(Incorrigibles. See Criminals, 
Indents. (See also Plant, Stationery, 
Store, etc.) 


Iadentured Labourg See Emigration. 


I—coni. 


(Index, Sve Correspondence, Record 
Tottanham’s system.) 

(Index-slips. Sve Stationery. ) 

(indian Rubber. Se: Agriculture, 
Rubber.) 

[Indian Administrative Service (1.A.8.}] 

(Indian Army, Reserve, See Military.) 

(Indiaa Articles of War—Se’ Articles 
of War.) 

(Indian Christian Marriage Act. See 
Marriage, Christian.) 

[Indian Civil Service (1.C.S.) Family 
Pensison Fund.} 

ee Companies Act. S:e Companies 
Act. 

Indian Companies Registration, Act. 

(Indian Defence Force. See Military.) 

(Indian Educational Service.) 

(Indian Emigration Act. See Emigration) 

(Indian Explosive Rules. Se: Explosive.) 

Indian Finance Department. 

Indian Industria] Conferenes. 

Indian [Institute of Science. 

Indian Medical Service. 

fncian Military Service Family Pension 
Fund. 

Indian Penal Code. (I.P.C.). 

(indian Science Congress.) 

(Indian War Loan. See War Lean.) 

Undigo. See Agriculture, Indigo.) 

(Industrial Conference. See Indian.) 

Industries. 

(Infected areas. See Plague.) 

(infiimary, S.¢ Cruelty to animals 
Medical Veterinarv.) 

(Inforinal Conferences. See Conferences} 

(Informal Panchayat. See Parichayat.) 

(Ingress into India.) 

(Ink. See Stationery.) 

(Inoculation. See Plazue, Vaccination, 
Veterinary.) 

(Inquires. See Public Servants.) 

SOSH. See Epigraphy. Archaeo 
ogy.) 

(insect and Pests. Sve Agiiculture.) 

Insolvency. 

Unspections. See Enforcement.) 

(inspecting agency. See Education.) 

(In: pector-General of Police. Se- Police) 

(institute of Science. See Indian—.) 

Jnstrumenis-— 
Drawing. 
Mathematical, ete. 

(Instruments, Negotiable, See Negoti- 
able Instruments.) 

(lasiruments Survey. See Survey.) 

Insult, 
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Insurance— 
(See Companies) Life Postal. 
(intensive Cultivation Scheme. See 
Agriculture. ) 
(Intensive Manuring Scheme. See Che- 
mical Fertilizers.) 
(Intensive - Manuring Scheme. See 
Advarices.) 
Interna} Security. 
(Invalid pension. See Pensions.) 
Inventions. 
(Investigations. See Criminal Procedure 
Code. z 
(Itrecoverabje arrears. See Arrears.) 
Irrigation (irr.)— 
Accounts. 
Cess Fund. 
Dispute. 
Parchayats. 
Projects. 
Works. 


(Under these sub-heads, further sub- 
heads such as channels, sluices, 
etc., may be use- as required.) 


Irrigation, General. (Irr. Gen.) 


(Pavers relating to charge for water 
to be indexed under assessment 
charges for water.) 


Irrigation facilities—Electric Motors. 
Irrigation, Major. (irr. Ma.) 
[Irrigation, Minor. (Irr. Mi.)] 
(iron— 

See Mines. ; 

See also Industries.) 


J 


(Jagir. See Estates.) 

(Jail Corps. See Military.) 

(Jail manufacture. See Stores.) 
Jails. 

‘Jam. Sez Industries.) 
Jamabandi. 

(Jamabhozam. See Assessment.) 
(Jetty. See Marine—Pier.) 

’ Qodi. See Inam, Q it-rent.) 


(Joining time. See Civil Service 
Regulations.) 

(Joint Patta. See Patta.) 

(Joint Stock Companits. See Com- 


panies.) 
(Judges. See Courts.) 
judicial (Judl.) a 
(Jangle-streams. See Irrigation-General 
Jurisdiction.) 


Jurors— 
Exemptions. - : 
Juctic: of th. Peac’. (J.P.) 
(Jutc. See Agr culti re—Industries.) 
Juven:le offenders— 

See Borstal Inst:tut’—R formatory, 


K 


‘Coa See M’ dical.) 
andyan pensioners. See Pensi 
elit cal.) ene 
arnams. See Village Offi 
note there.) re es 
Kazi. 


Kerosene oil— 

Control— 
(Key8. See Treasury.) 
(Khancam. See Survcy.) 
(Khandam Desabandam. 


5 
( a operations. See El 
Khilafat. ee Flephants:) 


King Institute. (See also Bacterj 
Inoculation, Wainy Snes 

(Kistbandj. See Assessmert.} 

(Kists. See Assessment.) 

Kudimaramat. 
(Kudivaram. See Assessment— Estate 
Land Act—Jnam, Land Acquisition) 


L 
Labo. r. | 
(Labour and Emigration. See Emig- 
YTation. : 


Labour Commissioner. 
{Laboir Compulsory. .See Kud:mara- 
_ mat.) 

(Labour contracts. 

Labour Department. oe ee 

Labour and Employment, Buteau.- 

(Labour, Plarters’, See  Platiters’ 
Labour.) 

(Laceadives, See Islands.) 

Laks. (See Tanks.) 

Lind— vee 
(This head is hardly ever to be i sed, 
Use such h:ads as Asc gnment— 

Encroachment’’.) be 

Lands—-Placing at the disposal of, 

Land Acquisition. (L.A.), (See para- 
graph {20.) Ye 
Beriz duction: 

Cash. 
Compensation. , 


See Contrscts-) 


Apbanbix ee 


L—cont, 


Grant of land, 

Notification. 

Reduction of peshkash. 

(Reference to Courts, See Suits.) 

{Land Assignment. See Assignmcnt— 
Land). 

(Land Attachment. See Estates Land 
Act Revenue Recovery,) 

{Land cess. See Assessment.) 

(Land customs, See customs.) 

(Land eneroachment—See Encroach- 
ments.) 

(Land Improvements 
Advances.) 

{Land Revenue (L.R..)] 

{Land transfer. See Tran:fer.) 

Landed property. 

(Landed property 
Periodical Returns.) 

(Landing and Shippiag Fees Committee. 
See Marine.) 

Lanks. | 

Lantana, 

(Lascars. See Marine.) 

(Latrines. See Medical—Public Works 

—S§anitation.) 

Law and Justice, 

(Law Charges. See Fees to Pleacers 
and Suits.) 

Law College. 

(Law Officer. See Government Plea- 
der.) 

Law Reports. 

(Law Suits. See Suits.) 

(Lawrence Asylum Almanack. See 
Books and Publications.) 

League of Nations. 

Leases, (See also Mining Leases.) 

Leave— 

(Generel orders only. 
cases under personal 
officers concerned.) 

Maternity. 

Legal practitioners. 

Legislative Assembly, 

Legislative Council. 

(See also Eleciions.) 

Leper Asylum. (Sec Medical—Public 
Workes.) 

- Lepers, See Medical—Sanitcry.) 

(Leveling instruments. See Survey.) 

Library. 

(Licences, See Abkarl, Arms, Country 
liquor, Drugs, Explosives, Foreign 
liquor, Game, KeroSen®. oil, Market 
Martiege, Mines, Motor Vehicles, 
Petroleum, Poisons.) 


Loans. See 


Statement. See 


Individual 
names of 


L—cone, 


(Lien. See Appointment.) 
(Life Assurance, See Assurance.) 
(LiftIrrigation. See Agriculture.) 


(Light house See |§Marine—Public 
Works.) 
(Lighting conductors, See Public 
Works.) 
Limit ation. 


Limited proprietors. 

(Line crossing. See Railways.) 

(Lines. See Railways.) 

(Liquor. See Abkari, Country liquor,- 
Foreign liquor.) . 

(Liquor shops. See Abkari, Country 
liquor, Foreign liquor.) 

Livéries See Clothing. 

Loans. (See also Advances.) 

(Local a.lowances. See Allowances.) 

(Local boards, District, 
Taluk. 

(Local Fund— 
Under this head a large number of 
sub-heads wil be required which 
should be selected from the heads 
and sub-heads jn this list.) 

(Local Purchase. See Stores. Also 
Delegations.) | 

(Locks. See Canals, Also Treasury. 

(Loecusts. See Agriculture. Insects and 
Pests.) 

(Lorry and Lorry drivers, See 
Military.) 

Lottery. 

(Luggage. 
tions.) 

Lunatics.— 
Criminal— 
' (See also Asylums.) 

(Lymph. See Vaccination.) 


M 


See Civil Service Regula- 


Machinary. 

(Madras Port Fund. See Marine.) 

Madras Porr Trust. 

Madras Soljder’s Board— 

(See Demobilizalion.) | 

Magazines, : 

Magisterial. (Mag.) (See also Courts.) 
(Regarding sub-heads See note on 

page 53.) 

Magistrates (Mages.\— ’ 
Additional District Independent.) _ 
Assistant. 
District. o 
Executive. 
First Class. 
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M—cont. 


Honorary. 
Presidency. 
Special. 
Stipendiary. 
Sub-divisional. 
anes 
. Talu 
(See Ts Courts Criminal.) 


(Magnestite see Mines.) 
(Mails See Post Office.) 
(Maintenance. See Criminal Procedure 


e. 

(Maintenance. See Revenue Records 
and Registration:) 

Malaria. (See also Sanitary Quinine.) 

(Malikhana. See Pension.) 

Malversation. 

(Mamul waste See Assessment Re- 
mission, ) 

Mamu!] wet. 

(Maganese. See Mines.) 

(Manuel See Books and Publications,) 

Manual training. See Education.) 

(Manure. See also A&riculturfe. 
Forests Green manure,) 
Compost. 
Green leaves.) 

Mappilla outrages. 

Mappilla rebellion. 

(Maps. See Survey and Revenue 
Records and R2gistration.) 

Marine (Mar.) (See also Madras Port 
Trust.) 


(Matkets. See Local Fund—Municipal 
Santary Board.} 
(Marks. See Merchandise. Marks,) 
Marriage, Christian. 
Register. 
Romarriiee of Hindu widows. 
Measures. 
Medica} (Med.) (General Orders only.) 


Medical— 
Board. 
Certificates, 
College. 
Compounders. 
District Medical and Sanitary Officer. 
Institution. 
Practitioners. 
Register, 
Registration. 
School. 
Surgeon-General. 
Surgeon. 
(Numerous seal 
‘course be require 
(See also Indian Medical Service.) 


sub-heads will or 


M-—cont, 


Medical Stores— 
Medicine Chest. 
Medicines, etc. 
Medicine, Indigenous system. 
(Memorials, See Petitions.) 
Merchandise marks.. 
Merchants marks. 
Merchants Shipping. (See also Marine) 
Metcorology. (See also observatory.) 
(Meters. See Electric Meters, Irriga- 
tion— Water-Supply.) 
(Methylated spirits, ‘See Spirits Dena- 
tured.) 
(Mica. See Mines.) 
(Midwifery. See Loca) Fund—Medical 
— Municipal. 
(Milage allowance. 
Travelling.) 
Military. 
(Mititary. Cantomments. See -Canton- 
ments.) 
(Military. Indian Defence Force.) 
(Military pensioners, See Pensioners.) 
(Military prisoners. See Military.) 
(Military Proprietors. See Revenue 
Recovery.) 
(Military Service Family Pensian Fund 
See Indian.) 
(Mills. See Industries.) 
(Minerals. See Mines.) 
Mines— 
Manganese. 
Mica, 
Monasite, etc. 
Private. 
Shared. 
State. 

Quarries. 
Mining—Certificates of 
prospecting licences. 

Mining leases, 
(Minor Irrigation, See Irrigation.) 
(Minor. See Court of Wards, Guar- 
diance and Wards, Village Officers.) 
Mirasi rights. 
Misappropriation. 
Misconduct, — 
Official. 
Professional. 
(Molasses—See Enforcement.) 
Monsoon, Damages, 
Monuments, ancient. (See also 
Archaeology. 
(Morphia. (See Abkari, Drugs.) 
Mortuary. See Local Fund—Medical 
—Municipal—-Public Warks.) 
(Mosque. See also ReligionsInstitutions) 
Motor vehicles. 
Muhammadans. 


See Allowances 


approval, 


M—cont. 


Mahammadan Law. 

(Mule-breeding. Sez Veterinary. 
Municipal (Mpl.) 
(Munsif District. See Courts, Civil.) 
(Munsifs Village. See Village Officers.) 
Murder. 

Museum. 

Myeologist, Government. 


N 


(Nationality. See Certificates of age 
and nationality.) 

(Natham. See Village sites.) 

Naturalizaticn. 

Navigation. (See also Marine.) 

Nayar Brigade. (See Military.) 

Negotiable Instruments. 

(Neutral Vessels. See Shops.) 

Neutrals. 

Newspaper reporters. 
2wspapers. 

(Newspaper, Security from. See Press 
Act.) 

Newspapers, weekly -etorts. 

(Nitrogeous. See Chemical Fertilisers.) 

Non-Brahmans. 

Non-Co-operation, 

(See also political agitation.) 

Noies, Currency. See Currency notes, 
also (Treasury.) 

(Notes, Promissory. See 
Notes. 

(Nuisance, Town. See Towns 
ances.) 


Promissory 


nuis> 


Ph O 

Oaths. 

(Objection petitioner. See Income-tax.) 

(Objection statements. See Audit, 
Treasury.) 

Observatory. 


(Office accommodation. See building.) 
Office Machinery. 
-Office Manual. 


Office orders— 


(General orders regarding their issue, 
etc., Individual orders will be indexed 
under their subject heads.) 


Office Procedur:. (See Correspondence 


Files.) (fomkin’s system. Thotten- 
ham’s system.) 

(Officers, Gazetted. See Garetied 
Officers. 

(Officers Subordinate, See Subordinate 
Officers.) 


“Officialetiquette. Sze Correspondence. 


O—cont. 


See Misconduct.) 


(Official misconduct. \ ' 
See Books and 


Officia! Publications. 
Publications.) 
Official Receiver. 
Cfficial Reference. 
Official Secrets. 
Official Tr-stee. 
(Oil-control. See 

control.) 
(Oil-seeds. Sce Agriculture. 
Oils. 

(Opium. See Abkari, Drugs. 

Ordinance. See under several short 
titles. 

(Original language. 
Publications. 
tions, Library. 

(Out-posts. See Marine.) . 

(Out post, See Police stations.) 

(Out-turn. See Agricultural Statistics.) 

(Over payments. See also Assessment,) 

Overseas man. 

Overtime, fees. 

(Oyster Farms. 


Kerosene oil 


See Books and 
Educations, Examina- 


See Fisheries.) 
iP 


(Paddy. See Foodgr:.ins, Agriculture.). 

(Paddy-breeding Station. See Agricul- 
ture.) 

(Padlocks. See Treasury.) 

(Palm diseases. See Agriculture.) - 

Panchayat— 
Forest. 
Informal, 
(Union. 
Village. 

_ (Paper. See Stationery.) 

® (Paper. F.S. Currency, See Treasury.) 

(Paper, Government. See Promissory 
note.) 

Paper manufacture. 

Parks and Gardens. 

Parliamentary questions. 

Partition. 

Passports. 

Pasteur Institute. 

Petent. 

Patta. (Sze also AsSessment.) 

Pattadar. 

Patta transfer. (See transfer.) 

(Pay. Sec Salary.) 

Pay bill. (See also treasury.) 

(Pearl Fishery. Sae Fish¢ ries.) 

‘Penal Code. See Indian Penal Cede.) 
Penal Water-rate. See Assessment 
Charge for water.) Pet 

Pensions. (Pers.) 


See Unions.) 


“by 


i P—cont. 


Pensions, (Pens.) 

Alienations. 

Applications. 

Arrears. 

Cempassionate. 

Compensation. 

Extraordinary. 

Family. 

Funds. 

Invalid. 

Political, 

Proportionate. 

Retiring. 

Superannuation. 

Wound. 

Yeomiahs. 

PenSioners—P» litical. 

(Cara :tic. See Carnatic StipendiarieSs) 

Ceylon. 

Golgonda. 

Kand yan. 

Masulipatnam. 

Military. 
Percentage Crarges. (See Public Works.) 
Periodical returns. 

Periodicals. See Books and Publica- 
tions.) 

(Permanent Advance. See Advance.) 

(Permanently-settted estates. See 

Estates, also PeshkaSh,) 

Permits. See Abkari, Foreigners.) 
(Perpetual stipencs, See Pensions— 

Pensioners. Political.) 

(Persona! Assistants, See Collectors, Ins- 
pector-Geteral .Surgeon-General, etc.) 
(Personal effects. See Civil Service 

R2gulations. Travelling Allowances.) 
Peshkash, (See also Estate.) 

(Pests, See Agriculture, inSects.) 
Petitions. (General order regarding.) 
Petrol, 

Petroleum, ; 

Petty conStruction. (See Public Works.) 
(Pharmaceutical La boratori¢s—See 

Enforcement.) . 
(Phosphetic.— See Chemical Fertilisers.) 
Posphorus. 

Piece-goods. 

(Pier, See Marine.) 

Pilgrims. 

(Pilots. See Marine.) 

(Pilot files,- Se? stationery.) 
(Pipes. See Drainage  I{rrigation, 

Water-supply, Buildings, etc.) 
Places of Public resort. 

Plague— 

Infected area, 

Inspection stations. 


92 DISTRICT OfFiCE MANUAL 


P—cont, 


Observation, 
Sheds. 

(Planning and Development— See Agti- 
culture.) 

(Plans, See Co-respondence. Estimates, 
Survey, Maps.) 

(Plant, See Tools and Plant.) 

(Planters, Europezn.) 

Planters, Labour, 

(Pleaders, See Legal Practitioners.) 

(Pleaders. Government, Sec Govern- 
ment Pleaders.) 

Podu cultivation, 

Poisons Act. 

Police. 
Assistant Superintendent. 
Commissioner. - 
Constable. 
Deputy Commissioner. 
Deputy Inspector-General. 
District Superintendent. 
Guard. 
Inspector. 
Inspector-General. 
Investigation. (See Criminal 

dure Code.) 

Punitive. 

Quarters. 

Railway— 
Recruit. 
Reserve. 

Special— 
Station. 
Sub-Inspector, 

Torture, 

Village. (See Village Officers.) 

(S_b-heads under this head to be selec- 
ted from the heads and sub-heads 
in this lisf,) 

Political (Pol.) 

Political Agent. 

Political agitation. 

(Political detenus, See Prison<rs, State.) 

Political meetings. 


Proce- 


Schools. , 


(Political p-nsions. See Pensions, 
Garnatic Stipzndiaries.) 
Political prisonefs. (See Prisoners 
State.) 
Political sisp:cts, 
Politics. 
(Pony-breeding. See Veterinary— 


Horse-brex ding.) 
Poramboke. 
(Port. See Marine.) 
(Port dues. See Marine.) 
(Port funds. See Marine.) 
Port Trust Board, 
(Post-graduate Course. See Medical,) 


APPENDIX 


Pp—cent 

{Port dues, See Marine,] 

{Port funds, See Marines] 

Port Trust Board. 

(Post-graduate course See Medical] 

(Post-mortem See Medical) 

Post Office. 

(Poultry See Agriculture) 

Pounds. 

Power of-attorney. 

Precedence, Warrent of. 

press. (See also Government Press.) 

Press Act. 

press Communique, 

(Prevention of cruelty to animals. See 
Cruel y to animals) 

Prices control of. 

Prickly-pear. 

Prime-movers. 

Printing. (See also Press Stationery-) 

Priority. 

Prisoners, State. 

Prisoner Testimoney. 

Prisoner-of-War. 

Prisoner (See Jail.) 

Previlage leave (See leave.) 

(Privies, See Latrines.) 

Prize Covrt. 

Probate. 

Procedure Codes. See Civil Procedure 
Code and Criminal Procedure.) 

Process. (See also Revenue Recovery, 
Rent recovery.) 

Proeess-Servers. 

Processions, 

(Progress reports. 
returns. 

(Progressive scale. See Salary.) 

Prohitition.— 
Amolicration. 
Asavas and Arishtas. 
Distilleries. 


See Periodical 


District Prohibition Advisory 
Ceuncils. 
Drugs—Bhang. Cocanic, Ganga, 


Morpha, Opium, etc., (Under these 
sub-heads, further sub-heads svch 
as Duty, Licence, Permit, etc., 
may be opened as required.) 
Prohibitory orders. 
(Pilojects. See Irrigation.) 
Promissory notes. 
(Property, transfer of. See Transfer 
of property.) 
Property, Unclaimed. 
(Proportionate Pension. S¢e Pension.) 
Proposition Statement. See  Esta- 
blishment. 
(Prop rietary Estates. See Estates.) 
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P—cont 
(Properietary estates village | service- 
See also Village Officers.) 
(Proprietors, Limited, See Limited 
Proprietors.) : 
(Prescription See Press Act.) 
(Prospecting licenses. See Mining.) 
Provident Fund. 
Puublic endowments. See Endowmée nts. 
Pblic Prosecutor. 
Public resort. See places of 
(Public Servants 
Inquiries, 
Legal assistenee to ) tet 
(Public Service Notification, See.Exa- 
mina tions.) 9 
Public Works. ; 
(Public Works Department P.W.D.) 
Public Works Workshop. 
(Publications, See Books and Publica : 
tions.) 


(publications. Obscene. See Books 
and Publications Press Act.) 
{ Publications. Objectionable. Sie 
Books and Publication Press A t.) 
Pub licity. 
Board 
Bureau. 


(Pulp, See Forests Paper manufacture) 
Pumping and Boring. Ae 
(Punkhas. See Contingencie’. 


Q 


(Qazi. See Kazi.) 

Quarantine. 
(Quarter:. See Mines also Quarrying) 
Quarrying. See Mines.) at 
(Quarters. See Buildings.) ; 
Questions. See Legislative Assembly 

and Counci!.) 

(Quinine. See also Mala ria.) 
(Quit-rent See Inams.) 


R 

Rabies. a 

Rai l-borne trade. See Trade.) 
(Railway affecting tank. See Railwa 

Protection.) : 
Railways (S) (Rys ) 

Accidents. 

Board 

Carriages. 

Contracts and arrangements. . 

CreZit notes. 

Debentures and loans. __ 

Engines. 

Girdens and sleepers. 
Lancs. A Cless. B’ Class. 
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R—cont. 

Railways (S )(Regs.)—cont. 

Lite Crossings. 

Lines. 

Overbridge. 

Protection. 

Rates and fares. (See also Civil 

Service Regulations.) 

Rolling stock. 

Station. 

Tickers. 

Time-table. 

Wagons, 
(Railways, Priorities. See Agricuiture.) 
(Rein fall. See season repcrt.) 
Raingause. 
(Rajkum’r Coilege. See Education.) 
Rape- 
Rates. 
(Rates ani fares. See Railways.) 
(Rates. See also Plague.) 
(Reappropiiation. See Funds.) 
Record rcoms. (See also Public Works 
Reéecotd of rights. (Sse also Estates 

Land Act.) 
Records. (Sec also Correspondence. ) 
(Recovery cf rent of revense. See 

Estates Lani Act, Revenue Recover. 
Recruiting. 


(Referencing. See Correspondence.) 

Reform Schemes. 

Reformatcry. 

Refunds(See also Accounts, Abkari, 
Assesment, Deposits, Income-tax 
Treastry.) 


(Regist:rs. See Correspon<ence.) 
Station:ry, Accoun's Deposits 
Treasury.) 

(Register’, Service. 
Books snd Rolls.) 

Registrat’on (Regn.) 
—of ‘irths and deaths. (See also 

vital Statistic.) 
—of books. 
Department. 
Inspoctor-Genera |— 
(of Marriages. See Marriage.) 
(See Medical practitioner). 

(Regulations. See uncer respective 
sho rt titles.) 

(Regulations. 
Works.) 

(Release. Se2 Prisoners.) 

(Relief Works. See Famine.) 

Religious Institutions. 

Relinguishments. 

(—of inams. See Inams.) 

(Remartiage. See Marriage.) 

(Remission of s ntence See 
Priscners.) 

(Romtission:. See Assessment.) 


See also Service 


See irrigation Public 
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R—cont, 


(Remittance transfer receipt. 
Treasury.) 

(R-mittances. Sce Treasury.) 

(Rent, See Buildings.) 

(Reni Recovery. See Estetes Lanc Act, } 

(Repstriation, See Aliens, Enenry.) 

Repealing and Amending Act. 


Sez 


(Reports. Seo Cempletien Corres- 
pondence.) 

Reports and ret rns. See Periodicals 
returns, 


(ReServe Bank, cf Incia. See Bank.) 
(Reserve Fotic. See Police. ReServe.) 
(Referve forests. See forests.) 
(Resettiement, See settlement.) 
(Resolution. See Legisietive A Sembly 
and Covncil.) 
(Residences, 
designs.) 
(Residuary Work. See Enforcement.) 
(Resignation. Se- Retirement.) 
(Resumption of finds. See 
resumptions of.) 
(Retaining fee. See Government 


See Brilding type. 


Funds, 


Pleader.) 

(Retirement. Genera! Orders. Indi- 
vidua 1.) 

(Cases to be Inilexed under personal 
names.) 


(R«tiring Pension, See Pensions.) 

(Returns. Se? Correspondence FPerio- 
dical returns.) 

Revenue Department. 

(Revenue Inspectors, See aiso Revenue 
Records and Registfétion.) 

Revence Records and Registration. 

Revenve Recovery. ; 

Rewards— 

Fotice. 

Revenuc. 

(See also Escheats. Pensions wild 
animais.) 

(Rice, See Foodst:fls.) 

(Rice batts. See Military.) 

(Riding test. See Eqvitetion test.) 

(Rinderpest. See cattle—ciscase, yeteri- 
nary.) 

Riots. 

Rivers. (See also AsseSsment, cuér-e 
for water Irrigation, Poramio': 
Quarrying.) 

Rivers, Conservaney. 

(River Pumping Schems—S¢e Agricul- 
t. Te.) 

Roadtraffic. 
Road— 
Forest. 
Public. 
(See also local Fund. 


Poramboke 
Public Works.) 


APPENDIX 


R—cont. 
Robbery. 
(Rol! of benour. Sce War.) 
(Rolting stock. See Railways.) 
Route Book. 
Royalty. See Mines.) 

bber. 

Rubberstamps. 
(Ryots. See Conferences. 


: Inform:.) 
Ryotwari, 
S 


(Safes. See Treasury.) 

Salaries Committee. 

(Salery. See also Civil Service Regula- 

‘ i Treasury, Village Officers.) 
alt,— 


Epsom 
Extensions. 
Factor. 
Lists. 
Manufacture, 
(Other sub-h-adings are necessary,) 
Saltpetre. 
(Sanads. See Estates, Munsiffs, Title 
deeds, Village Officers.) 
‘Sanction, Powers of.) 
(Index undsr designation of officer 
concerned.) 
(Sand, See Foreshore, Rivers.) 
Sandalwood. (See also Forests.) 
Sanitation (San.)— 
Sanitary Board. 
Sanitary Commissioner. 
Sanitary Design. 
Sanitary Engineer. 
Sanitary Inspector. 
(See aiso Dry Zone.) 
Saving Banks, 
(Sawmills. See Forests.) _ 
(Seavanging, See Sanitation.) 
Scholarships. be 
(Schools. See Education—Local Fun4 
—Municipal Public Works Survey. 
See Survey.) 
(Scout Master. 
(See Customs. See Custcm.) 
(Sealing Wax, See Station¢ery,) 
(Seamen. Sce Marine.) 
(Search fees. See Records.( 
(Season report, Sve also statistics.) 
Secretary. 
(Secrets, Officials. See Official Secrcts.} 
(Security Proceedines. See Criminsl 
Procedure Code..) 
Sedition. 
Selection Committee. 
Secitions mec tings. 


See Boy Scouts,) 


S—cont. 
(Seed-be.'s. _ See Assessments.) 
(Sced-Selection. See Agricultu‘c.) 
(Seigniorag:. Sve Forests.) 
(Sepoys, See Military, 
Recovery.) 
Sericulture. 
(Serum. Sec Medical, Veterinary.) 
Service. 
Inferior. 
Superior. 
War. 
Servic: Books and rolls. 
(Service deficiency in See Pensions.) 
(Service extensions of See Civil Service 
Reg::lations.) 
(Service rolle. See Service Books and 
rolis.) 
(Sessions Court, Judge, Sze 
Sessions.) 
(Settlement (Sett.). See aiso Jama- 
band Lurvey.) 
(Permanent See Estates.) 


Shells. 

(Ship-building. See Marine). 

(Ships, Shipping fees. See Marine) 

(Ships, white and. black lists. See 
Marine.) 

Shorthand. 

Shorthand writers. (See also 
nation.) 

(Shrotriyam. See inam.) 

(Shroffs. See Treasury.) 

(Shutters. See Canals tanks.) 

(Silk. See Sericulture.) 

Silt. (See Canals, Tanks, etc.) 

Sinking funds. (See Funds, sinking.) 

Site Cornmittee. 

(Sites. See House-sites.) 

(Sluices, See Canals, Tanks.) 

(Smallpox. See also Vaccination, 
Tnoculation. 

(Smuggling. See Abkari, Arms Act, 
Customs.) 

Snakes. 

(Soavs. 

(Societies, Assurance. 

Sacieties, Co-operative 
Co-operative Credit.) 

(Soldiers. See Military.) 

(Soldiers. discharged, See Demobili- 
zation. 

(Spz re copies of Bords Proceedings.) 

Spare copies of Government orders. 

Special duty. 

[Special funds. See also Chavadis, Irrigas 
ti. n (Minor) Pounds, village officets.| 


Revenue 


Court, 


Exami- 


See industries.) 
See Assurance.) 
Credit. See 
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S—cont. 


(Special staff. See Settlement.) 
(Special tests. See Examinations.) 
Specific relief. 

(Spike disease. See Sandalwood.) 
Spinning. (See Weaving.) 

Spirits, denatured. 

Spirits, rectified. 

(Spiritons Essence. See Enforcement.) 
(SpirituouS, Homeopathic Preparations, 
See Enforcement.) 
ySpirituous Medicinal 
Sec Enforcement.) 

(Stage Carriages. 
(Stallions. See Advances Agricultural), 


Preparations. 


House. breeding, Mule breeding 
Stamp Acreding, Veterinary. 
Stamp Act. 
Stamp Vendors. 


(Stamping warty. See Measures.) 

Stamps. (See also Rubber Stamps.) 

(Standardized list. See Form., Furni- 
ture, etc.) 

State Bank ot Indiz —See Bank. 

(State loans. See Loans, Grants. Se 
also Funds, Grants.) 

(Statement of rumbers See Budget,) 

(State pris-ners. See Prisoners.) 

Stationery (St:.) 

Covers. 

Flat files. 

Forms, 

Ink. 

Paper. 

(Other sub-heads to be opened i: 

required.) 
Statistics— 

Agricultural. 

Season report. 

(See also Accounts—Village, taluk.) 
(Statistics, Vital. See Vital statistics.) 
(Stay on the hills.) 

(Index under the name of the Officer 
concerned. } 

(Steam-roller. See Local Funds—Muni- 
cipal. Public Works). 

(Stenographer—Steno-typists. See Short- 
hand Writers.) 

(Stipenddary. See Magistrates.) 

(Stock files. See Corrsepondence.) 

Stores. 

(Straw boards. 

Strikes. . 

(Students’ Advisory Committee, See 

Committee, Advisory. Stucents’) 
Study leave. See Leave.) 

Collectors. 
Sub-divisions. See Revenue Rxcords 

Sub-Regisiration and Survey.) 


See Stationery.) 


S—cont. 


Sub-Judges. . Ps oe 
(Sub-Magistrates. See Courts, Criminal, 
Deputy Tahsildar: and Magistrates.). 
(General orders only Orders affecting 
individuals to be indexed unter the: 
namics.) 

Subordinate officers. 

(Sub-Registrars. See Registration De- 
parment.) 

(Subsidy. See Funds.) 

(Sub-Treasury. See Treasury.) 

Sugar Committee. 

(Sugarcane. See Agriculture.) 

Suicide. 

Suits. 

Suits— 

Appeal— 

Acquisition reference. 
Original. 

Pauper. 

(Rent—-Estates Land Act). 
Small Cause. 

[ First will be indexed any general orders 
relating to suits, the papers relating to 
individual suits, under each sub-head 
(appeal, etc.). First will come the 
name of theslace where the Court 
that is dealing with the suit Site then 
the designation of such Court (e,¢., 
Periyakulam District Munsif). The 
names of the places willbe arranged 
inalphacetical order and under each 
plac: the designations of the Courts 
will be so arranged. Then the number 
of the suit preceded by appropriate 
abbreviations “A.S.” (Appeals Suit). 
“O.S.” (Original Suit), etc., These 
abbreviations will be arranged in 
albhabetical forder and funder each 
the suits will be arranged according 
to their years and numbers. The year 
must come before the n:mber.) 

Summons. revenue. See also Processes.) 

(Superannuation Pension. See  Pen- 
sions.) 

Super tax (S.T.) (See also Income-tax 

(Supplies, Civil. See Supplies.) 


Supplies to— 
Touring officers. 
Travellers. 
Troops. 

(Surgeon-General. See Medical.” | 
(Surgeons, Assistant, Civil Assistants, 
Sub-Assistant, See Medical.) ° ~- 
(Surrender of funds. See Funds 


surrender of.) 
(Survey. (Sur() (See also Revenu.e 
ecords und Registrations. Settle- 
ment.) 


APPENDIX 


Survey and Boundries Act. 

[Survey Marks. See Survey.] 

fSuspects. See Political suspects. ] 

Suspengsicn. 

{General orders on this subject. Indi- 
vidual cases will be indexed under 
the personal name of the officer 
concerned .] 

Suspension of revenue collections. 

[See Assessment. ] 

Sweet Toddy. [See Enforcement.] 

. 

[Tahsildars (Assistant) . 
Tahsildars. (De~uty). 
Tahsildar.} 

[Talayaris. See Village Ofcers. ] 

Taluk (TK)— 

Accounts. See Accounts Taluk. 


See Assistant 
See Deputy 


[Clerks (Head Accountant) . Sve 
Accounts .] 
{Magistrates. See Magistrates.] 
Prohibition Committee. 
Sv2~. 


{Taluk Prohibition Committee. 
Enforcement.) 

[Vank. See Irrigation, 
Railway Protection. 

[Tank-beds: See Poramboke. J 

[Tank Restoration Scheme. See Trriga- 
tion J, 

'Tanks, dasabandhan. See Inams. } 

Tanks, ruined. 

Tanning - 

Tapal. See Correspondence.] 

Tariff. 

Tarpatilins. 

[(Tasdik, See Allowances. ] 

Tavern. {See Recr.} 

Tea. 

(Technical Education. See 

{Technical Examinations, 
nations.] 

Technical Insittute. 
Telegrams. 

Telegraphs. 

Telephones. 

Temple [See also Devasthanam. 
Poramboke, Religious Institution . j 

Temple Committee. 

Tenants Improvements. 
Land Act.] 

Tentage. [See Allowances and Civil 
Service Regulation.] 


Public Works 


Education. } 
See Exami- 


[See Estates 
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[Tools and Plan. 


g7 


“Tents. 


[Text-Rook Committee. See Edueation :} 
Theft. 


(Thum-impression. Sce  Firiger 
prints .] 
Tickets. See Railwavs.] 


[Time-scale. See Salaries .] 
[Timbe-table. See Railways. ] 
(Tirvaijasti. Tirvaikammi. 

Assessment .] 

Title-deeds [Sze also Inams.] 

(Tobacco. See Agriculture.]. 

‘Teddy. See Abkari. Country Heuort.), 

[T oll-gates. See Tolls.] 

Tools. 
(Tombs. See also Burning and burial 
grounds. | 


See 


See Local Fuud— 
Municipal Public Works.} 

Tepos. 

{[Topegraphical Survey. Sce Survey:] 

Tottenhams System. 

Touring. 

Town-Planning. 

Town nuisance. 

[Tractor Reclamation—Sce Agrciul- 


ture. ] 

Trade. [See also Industry.}. 
Interportal Convention. 

[Trade marks. See Merchandise 
marks.} 

Traflic, control of. 

Training. See Deputation, Revenue 


Inspecior’s Survey, etc.] 
Tramways. 
fTranster of charge. See Civil Service 
Regulations. ] 
ITransfer of Criminal Cases. ] 
[Transfer of funds. See Funds transfer 
of .] 
Transfer— 
Dry to wet. 
Land. ayan tc pcramboke. 
{Patta. See Transfer of Registry .} 
Poramboke fo ayan. 
Unassessed to assessed, 
Wet tc dry. 
[Sec also Transfer of Registry .] 
Transrer of oftcers. 

[General orders cely individual. cases 
" will be indexed under the personal 
manies cfcers concerned .J 

Transfer of Proneriy 


ay the 
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Transfer of Regisiry. 

Transfer of revenue svits. 

(Transfer of services. See Civil Ser- 
vice Regulations .} 

{Transliteration. See Correspondence.) 

Travellers. [See also Supplies .} 

Travellers’ bungulass. 

(Travelling allowances, S.2 
Allowances. ] 

Treasurer. 

Treasure-trove. 

Treasury. 

Treasury Deputy Collector [¥.D.C.] 

Treaty. | 

{Tree patla See Assessment.} 

Tree-tax. (See Assessment., 
liquor.) 
ec value, See Assignment.) 


Country 
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Superintendent, C.V.D. 
(Sze also Animal Husbandry Cattle 
diseases Horses, Horse-breeding, 
Mule breeding, Pony-breeding.) 

(Village Accounts. See Accounts.) 

(Village Adangals. See Accounts.) 

Village Community. 

(Village Courts, See Courts.) 

(Village estabiishment, See Villege 
Ofacers.) 

— Ac ountant. 

(Adhigari. See Headman.) 
Aftisans. 

Headman (H.M.). 
Hereditary, 
(Karnams. See Accountant.) 

(in Madras district, Karnams will be 
indexed under the head “ Karnam ” 
not under “‘ Village Officers.) 
(Kelkaran, See Talaiyari.) 


"Trees. er See Accountant.) 
(Trigometrical Survey. See Survey.) onizar. 
Troops. (See Military.) (Munsif. Mf.) 
Trustees. (Patel. See Headman.) 
Trusta (See also Breach of trust.) (Shanbogue. See Accountant.) 
(Tuberculosis, See Medical.) Talaiyari. 
Type-designs. (S¢e also Sanitary Toti. 
designs.) wae se Poli 
T iters (T.W. lage Police, 
Topi. ie Entries will be made thus : Headman, 
taluk Village, suspended (B. Rama- 
v. aC Sc a being arranged 
ori ‘ ; in alphabeticat order an under them 
eee Pee On: : village also so arranged.) 


Village Officers. (Hereditary. Act.) 

(Villaze Panchayats. See Panchayats 
Village.) 

(Village service cess, 
Officer Act.) ; 

Village Service Inams. (See Inam.) 

Village-site (See also Dry Zone.) 


(Unclaimed property. See Property.) 

(Underground water-supply. See Agri- 
culturc.) 

(Uniforms. See Clothing.) 

(Unions. See Local Funds.) 

University. (See also Education.) 

(Unani. See Medicine. Indigenous 


See Village 


Village—List of. 
Gates fand Vita) Statistics. 
Usury ° (Volunteers. See Military.) 
, (voters. See Election.) 
Vv. Cua: See Elections.) 
Vaccination. 


WwW. 


Waxes. (See also Statistics) 

(Wagon. See Railways.) 

Wandering Gangs, 

(War. See also Military. Censorships 


Veen. See Europeans vagrancy.) 
akalat 


Vakil. (See also Guvernment Pleader, 
} practitioners, suits.) 
(Vagnish. See Enforcement.) 


Vernacular Sanguagc. , ‘ortnightly report, Trading with, 
(Vernacular tests. See Examinations.) the enemy, cic. . 
Veterinary (Vety.).— (War Allowances. See allowance, War.) 
Assistants. War loans, 
College. (Warders, © See Jails.) 
Dispensary. (Wards. See Court of Wards Guardian 
Hospital. and Wards.) 
Inspectors. (Warehouse. See Abkari, Customs.) 
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Warm Clothing. See Clothing. 

Warrant, 

(Warrant of procedure. See Prece- 
dence, Warrant of.) 

Waste lands. See Land.) 

(Water See Irrigation.) 
Water-finder. See Agriculture.) 
Water-rate. See Assessment. 

Water supply See Local Fund—Muni- 
eipal.— 

Public Works—Sanitary Board 

Weaving. 

Woaving expert. 

(Weights. See Measures.) 

(Woirs. Sée Channel—tIrrigation.) 

(Wells. See Advane.s. Land Improve 
ment,—) 

Local Pund—lIrrigation—Municiral 
Public Works—Sanitary Board— 
Water-rate.) 

(Warf. See Canalas. Marine.) 

Whaat. See Foodstuffs.) 

Whipping. 

(Widows. See Marriage.) 

Wild animals. 


Wild birds. 
Wills. 
Wool. 
Workmen’s breash of contract See 


Centrict 
(Works. See Public Works.) 
Workshops. (See also Public Works 


Shops.) 
(Wound pension. See Pensions.) 


Wrecks. 
Write-off See Aecounts Arrears.) 


Wrongful confinement. 
Wrongful] restraint. 


XxX. 
(X-ray Apparatus. See Medica!) 
Y 


Yarn, 
{Yeomiahs. See Pensions.]} 


Z 
[Zamindars—Zamindars—Sce Estates, 
Proprieters.] 


APPENDIX B. 


FoRMs. 
I. Distribution Register, 
Serial number Enclosnres, Number and Nature of final] Record-keeper‘s 
of papers. if any. initials of the disposnis with acknowled- 
clerk, date. gement 
with date, 
(1) (2) (3) (4) (5) 
Il, Personal Register. 
(1) Tgtle (main When the requisi. 
Serial Current Date of head underlined, tion forthe con- Submitted 
numbhr. number. receipt (2) From whom;  onected records was by clerk. 
by clerk. (3) Outside co 
number and Sent. Returned, 
date, 
(1) (2) (3) (4) (5) (6) 1 
Reply or fresh The distribu- Nature (R.D. 
Returned to Clerk. Reference curfent received tionnumber XK.F,L. or N), 
isued to Whom From Whom sand dale of and date uf 
and date. number and receipt by disposal, 
date. clerk, 
(8) (9) (10) cit) (12) 
(B.P. Perm.) 


G.O. Ms. No. 560, Public (Services-A) dated 14th March 1966, 
506-1—7A | 
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Ill. Register of new cases, 


Current numb:r. Section letter an 
clerk’s number, 


(i) (2) 


IV. Fair Copy Register. 


‘Ee a5 
5 os EE 
2 es Li me ne 
E cx ts me 
2 Seo os 
— 2 & a= » & 
8 ecok ~ 32 
= so s3 3 
as Zz Q 
(1) (2) (3) 
Date of reecipt of 
fa r copy from Date of signature 
typist. of fair copy. 
(8) (4) 


Number of pages. 
Single line spacing. 
te nee, 


Estimated, 


~~ 
oN 
— 


Date of 
despatch. 


(10) 


Nature(R.D.K.F. = Record-keeper*s 


I,, or N,) and Initials, 
date of disposal, 
(3) (4) 


a 

sz. 2 

B3 + 
-——» 32 & 

“iS 2 

os 

gE 

— 4 
_ q.8 oy 
a a > = 
= -_ ye 
_ “ao + ON 
Q A co - 

< e 
(5) (6) (7) 


Initials of the Fair 
Copying 
Superintendent, 


(11) 


Nowe.—In the case o {drafts approved in camp, prefix the letter ““C” to the date 





e@fapprova lin column (2). 
V.—-Daily Stamp Account. 
Value of stamps. 
_—— —— 
Received. In band, 


RS. P. RS. P. 
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bi. “ N. Refercnce” Slif, 


‘current number and date. 


To whom rc ferred, 


Date of despatch. 


Subject Glerk. 


Superintendent, Fatr Copy Section/clerk. 


vii. Arrear list. 


*q}uOUT 3q) U} JO 
swodsip sioded jo Jaquinny 


*] ¥sodsip 107 
sloded jo soquinu [#0] 


‘quot 947 BSuunp 
pwalses siaded f7 Jaquinny 


‘qquow 
ay} JO SutuulZoq sy) ul 
Zutpued sioded yo Jaquinny 


Jeat. 


(5) 


(4) 


(3) 


(>) 


(1) 


“sqsvwsy 


‘TBIOL 


"180K FEO I2AD 


“St JUOU XIS JIAG 


“sq UOOI 9014) JIAO 


Pending papers. 


| “squuoul 9019) Japury 


“GIUOU 34) JO pud 9Q3 3B 
Sulpucd sJoded jo Joquuny 


13) 


(+23 


‘1 


(%) (9) 


(73 
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VU Call-book, 


*IojsiZo1 


J{ [Buostod 243 ulpearaer . 
JO ep pue pousisse ~~ CS *193}8UI JOafqns 
Jaquinu esvoO Mou YS 3 
a 
‘re tomp st : 
mono gyn} uM so Ry 
*I9A0 OI] O} JapsO Jo syreyaqq on 
S “surg Jo 93eq 
2, 
3 2 
3 g : 
a 2 
A 
= "[wadde 
g Joyms jo Jequinu 
*19j81B919q) ULAUI JO Be 5 34} pue WNos JO asUeN 
S 
© 
> 
s 
*roquinu = 
INMATOI JO9LI09 JO [BuosIog |} 3 
S % “Tog uinu [eLog 
x 
= 
a 


> - 
Joquinu felis 
net 


(4) 


(3) 


(2) 


(i) 


Tesodsip Jo a3ep puramjeny 


*y[Ns919q}3 
pue jwedde Jo jins aq) 
JO [esodsip Jeuy jo a3eq 


{6} 


*Iopeyqiuew 
“UISAOL) 94} 0} JOpuituay “4 
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pauper suits (Collector's Office.) 
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ViH-B —Ledgcr 


* 
3 "paion aq pinoys ‘}GOUIUIOAOLD 
(YO UPNIIM ‘2192700 e . “or ‘oye * afi2 UoOn kQ oseyomd jo aug 
yuNoWwE) JO prsodsip MOP = -djlosop cya ‘sasnoy jo o | 
S O89 OUR Ul ‘RA 30 AIG ~ 
= * Poswno.md 
*uOr}OB © sem Aylodosd 203 yorum 
qore yooepguayunowe = S & UT UONINIEd UONANSEX 917) 
2Ys JMJOO O12 wyxB) Sd>AIS = ‘Oste SotBpUNog SY} 9300 pUe INS OY) Jo JaquINU OY 
SIS DSNOY Jo OSB UI PUB 
z SOBEIA Weul pur sigrp LN 
~ -uMUeE7 Ul spurl jo ased | 
x ul "spURt Jo sasvd ut *ODep 
a © rzepunuez Jo wivul eM oyl passed yotum 1mM0D 
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& leu Jo Iquna AAING 
‘sig yO amd puv Iequingy on” = “repuleul 
— 3 a xO =6sepurweZ ay? 0} 
= ‘OBE A ajqeAed yud3 Jo JUSWSsassy 
as S 
“VINOO JO StupA S 7 
= & YUPEL 
& Sd *s]JUSWOMSPIW OS]Y 
a Sou “*sasnoy Jo a9e9 UI JO 
; = ' Pe $1982} peAoammsun = ul 
a3 poy ay) Ul Joquinuyeag = = “saquinu jeLeag = Spur] JO Osed UT “UNXY 
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(42) 


(11) 


(10) 


(9) 


(8) 


1) 
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2- 5 =a wn omg Som ° 
a) & € 2uc& £8 os 3g Z- og 
2 ogi? ~~ § S o S D2 
2. 2.3 ~F2¢ a of = os cs e% 
a ob S a gy o 2 2é @ = 8 38 
= a 225e8 Us 2a 6 & gs 
~ oO yO av o@ Coat oO a A 
Come 3 <5 B33 OF 3 Oo G = © 
§ ° | BEelso & o6 2 ‘3 a ae 
= Goose ee eey a. ae < 02 
~ 2eegbevEesaes 7232 85.45 3 ‘5 ~~ 2 
~ s&sqges gush a S no 
Sg SEEBRO_Z Ve voy sY 2S 8oa56 0 & WO 
s QO 5 as 3— a 
8 om Zz Seooeheaoo = 3 
a5 = E ers = Sy oo & 2 2 = 
3 89> a a gS 290 ESa a & 6 O 
< Gi Se Se ae ~ ms < A < 4 
(13) (14) (15) (16) (17) - (18) (19) 
RS. P. Ri. P. RS. P, 
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VIll-D. Special Register for execution proceedings, 


1.’ Serial number. | 

2. Name of Court and number of suit or appeal. 

3. Result of the suit or appeal and date of decree. 

4. Date of receipt or copies of judgment and decree. 

5. Amount awarded in favour of or against (;Overnment. 

6. Date of satisfaction of decree where it is adverse to Government. 

‘7, Date of application for execution of decree where it is favourable to Government. 
8. Amount collected with date and head of account to which the credit is made. 


an Amount writien off with number and date of the order sanctioning the write 
off. 
(C.S. No. , B.P. Press 38, dated 19th January 1966.) 


Vill-E.—Register of Writ Petitions, 


£ bs 2 5 é 
3 & 2 e = 
ide z Cn So 
5 33 ns 2 3 
© oS oi ou a = 
- =¥ lime oe 
be co Spent os OG © 2 
. 8 co oo S S he 
Mw OO . men ° 3 
| g z a8? Za 9 q 
8 Si SB b& So @ & g 
a g Bes 395 gS ie 3g 
S ¢ #2 62 #8 2 #: 
£ 5 @ B 5 3 S = oO 8 > 
o 
n 0 a yn 
(1) (2 (3) (4) (5) (6) (7) 
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VIU-E.—Register of Writ Petitiotis—co . 


) 


‘syreuloy 


l 


Jo uonseysnes Jo aed > 


'99193p pas uowWspnf = 
Jo satdod Jo 1dla007 fo Beg 


*(Z9pjo oy} Jo Areul 


“uns forrq YIM) OHA = S 
eee’ 


WIM =Jo jesodsIp Jo 938d 


“yIAepIge 
JOJUNIOS jo ;RAOCIdde Jo 9k x 


-~ 


“OOUdTOp Jo UOTOUBS Jo 918 © 


1X — Cancelled. 


X .—Arrear list. 


Sy TU 


*sIapultuad Fulpnioul 
qudslajer 3se_ Jo 3)eq 


‘ABIDPD JOJ UONBULIGXe 


pue suipued woym YI 


"patqngs 


‘Jdia0a1 Jo oye 


‘sequinu jWarIN> 


"SOQUINU [B1I7S 


(7) 


(6) 


(5) 


(2) 


dg) 


Periodical register. 


Xi. 


*sIQpansbos 
©} sa1jdeI pe sropuymoz oe 
19309 9394) syremoy > 


*ypivdsap jo Ved S 
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‘anp ot 
Woy 0} pue onp 9}6q ~ 


Outgoing Periodical. 
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XII. Periodical register. 


5 Outgoing periodical. 
= pee 
; z c 
B ¢g 
. 2 

; 3 2 6 2 Remarks (Here enter 

§ & 5 8 g & reminders and reply 

8 i m gs 3 to reminders). 

s 8 3. #8 3& I 

~ a ° 

@ 2& e8 eg 2g 2 
oo a a 

&§ Zz A A A A 

(1) (2) G3 (4) (5) (6) (7) 

58 Demand, First of the Twelfth of January—Reminder to 
collection month the month Taluk office. Gaja- 
and following following pathynagaram, on 
balance that for Secretary the 4th January 
—Land which the to the 1923. Martch- 
Revenue return is Board of Reminder to Taluk 
an due. All Revenue, offices, Bimilpatnam, 
cesses. Taluk Madras. Vizianagram -and 

officers. Paikonda, on 1st 
March 1923, August 
Reminder to Taluk 
office, Salur, an 2nd 
August 1923. 
Column (4)—Date of reccipt. 
ro On 
— ao fos 
ej ot ‘al : & s 3 A 
Taluk. A= FS aim wm wf S 6» 2B ws « 
> Naa nin > 
i. A nn F 3 we Ot B 
SP @ oc ~ = = BEE ZS E E 
$ FEB Greene Zes = 8B 
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APPENDIX C. 


ORDINARY FIRE RULES FOR GOVERNMENT BUILDINGS 
(NON-RESIDENTIAL). 


Chapter I. 
Scale of fire appliances. 


1. Chemical fire extinguishers and water or sand in buckets are first-aid appll- 
ances to be used for attacking a fire at the outset to enable it to be put out immediately 
or at least to keep it under control until the arrival of the Fire Brigade. 


2. For purposes of the supply of ordinary fire appliances, buildings are divided 
into two classes, viz.— 


I. Ordinary : and 
Il. Buildings where there is special danger of oil, chemical or electrical fires. 


(1) Ordinary buildings.—{1) Costing Rs. 10,000 and below.—(a) For a super- 
ficial area of 1,000 square feet and below. Fout fire buckets, 12 inches high and 10 
inches deep, half the number always filled with water half with sand. 


(b) For a sup-rficlaj area more than 1,000, squara feet.—The numbsr of fire 
buckets is to be increased from four at the rate of one for every 500 square feet. 


(2) Costing more than Rs. 1,000.—{a) For a superficial area of 5,000 square feet 
or less.—Six fire buckets and one 2 gallon capacity soda-acid type extinguisher. 


(b) For a superficial area of over 5,000 square feet.—The number of fire buckets 
is to be increased over that specified at (2) (a) above at the rate of one for every 
1,000 square feet in excess of 5,000 square feet. The numbcr of soda-acid type 
extinguishers will be on the same scale as under (2) (a). 


(II) Building where there ts special danger of oil, chemical or electrical 
fires—(a) For a superficial area 5,000 square feet or less.—Tweive fire buckets of 
the specified size, but filled with send instezd of water, and one foam-type Chemical 
extinguisher of 2 gellon cap: City- 


(6) For a superficial area of Over §,000 square eet.—The number of fire 
buckets specified at IT (a) above is to be increased ut the rate of onc for every extra 
500 square feet over 5,000 square feet. The chemical extinguishsrs will be on the 


same scale ss in (1D (a). 


Nortes.—(1) A fire bucket 12 inches high and 10 inches deep means one that 
neasures 12 inches high on the outside and is 10 inches deep on the inside. The 
top diameter is usually 12 inches and the bottom diameter is slightly less but less 


than 9 inches. 


(2) Superficial area.—This is the surface area of each floor of a building and 
not the plinth area. The plinth area will be the superficial area for the ground floor 
only. The actual superficial area in the case of the upper floors should be 
considered separately in each case for purpose of the supply. The articles meant 
for a particular floor must be placed in that floor only. 


(3) Assessing the cost of a building for purposes of classification the cast 
of that particular detached building only should be taken into consideration. 
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(4) A list of suitable chemical fire extinguishers with the names of firms where 
they can be purchased, could be obtained from the concenred Executive Engineer, 
who may consent to the latest Indian Stores Department prise list for fire 
extinguishers and refills. 


3. Telephone.—Whenever there is a non-automatic exchange telephone room, 
a receiver will be fixed in a glass case outside the exchange room, wherever there 
is an automatic exchagne the watchman should be trained to dial the fire station 
number. In case of fire, the watchman detecting the fire will break open the glass 
case, take the receiver and call “fire”. The telephone exchange will at once communi- 
cate to the nearest fire brigade station and inform them of the locality in 
danger. There will also be placed ina convenient place nearby, a crowbar, with 
which the watchman can force open the door of any room inside which there is 
a fire in order to put out. 


Chapter I). 
Precautions against fire. 


1. No temporary shed required in the compound of any Government building 
should be built of cumbustible materials without the permission of the Executive 
Engineer. The erection of thatched or mat buildings within fifteen yards of a 
permanent Government office is prohibited. 


.2. Galvanized iron buckets with water or sand and chemical fire extinguishers 
should be kept in easily accessible places in every building for use during fire. 
They should be locaied as far as possible at the top and bottom of staircases or at the 
commencement and junctions of important corridors in each floor. The 
number of buckets and fire extinguishers to be provided should be as per scale 
separately fixed and the head of each office should ensure that this equipmen: 
which will already have been provided in most offices is in good working 
condition. Executive Engineer may 6e consulted when required in connection 
with this initial supply. For buildings for which an adequate supply of water is 
not available within a convenient distance, water should be provided in covered 
tanks sufficiently large to fill the bucket ten times. 


3. When portable fire engines are provided, the engine, its hoses, other 
appurtenances and accessories should be complete and in working order. The hoses 
should be of sufficient length to reach the top of the buildings. Certain important 
buildings, such as the Secretariat buildings in Madras ate provided with hydrants 
and hoses, and these are fixed in glass cases at Convenient places. They should be 
periodically examined and kept complete and in working order. 


4. Ailattenders and peons should be given a practices drill at least once a month 
in the use of fire appliances and the head of cach office concerned should make 
arrangements for the proper conduct of these drills. Where a telephone exists 
attenders and peons should be instructed in its use for the purpose of obtaining 
assistance. 


5. The head of each office should see that the following precautions are 
carried out:— 

(a) That before closing the office for the night the manager or head-clerk 
or under his written authority a clerk named by him visits each room and sees 
that all lights are put out, that in offices in which electric fans and lights are provi- 
ded the switches are turned off; and that all waste paper has been removed, and 
that in hill stations where fire is kept in fire places to keep the rooms warm, all fire 
is effectively extinguished. 
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(6) That none but safety matches are used in office. 


(c) That kereosene oil or any easily inflimmable material is always stored 
in an out building or godown. 


(d) That the sealing of papers is always done under the direct supervision 
of a responsible clerk who should see that due care is taken. 


Bs (e) That no naked lights are used in any office. All candles or wicks 
must be protected by glass. 


(f) That fire-places for the preparation of pasters or glue are not allowed in 
or near any building. 


(g) That waste paper is not allowed to accumulate in large quantities in any 
office. One or morc receptacles is provided outside the building for waste paper 
and is sufficently distant from the main buiblding. Every evening the waste 
paper of the day is collected and put into one of the receptacles. 


(hk) That fire buckets are kept always full of sand or water or in some 
cases it may be found suitable to keep half the number of buckets filled with 
water and half with sand. 


(i) That old furniture is not left lying about but disposed of at once. 
(J) That smoking in record rooms is strictly prohibited. 


{k) That dried leaves and other litter is removed from the top of terraces 
at intervals. . 


(1) That al) restrictions and rules regarding lighting issued by the local 
municipal or A.R.P. authorities are strictly fo'lowed. 


(m) That in hill stations where there are fire places for warming officers, 
fireguards of metal gause or netting are provided in front of all fire places. 


6. One bell gong or more according to the size of the building should be fixed 
in each building which should be sounded for giving the fire alarm. When this is 
sounded, it is the duty of the men listed for fire-fighting to rush up to the 
place of fire fighting. 


Chapter HI. 


On the outbreak of fire. 


_1, On the outbreak of fire, electric current should be switched off at the main. 


2. Fire caused by ignited oil should be smoothered at once by mears of earth 
er sand kept in respectacles placed in suitable positions for the purpose, and water 
should on no account be used. If chemical extinguishers of the foams-type are 
available they can be used. . 


3. Immediately a fire is detected the alarm must be given as explained in para- 
graph 6 of Chapter II and intimation also given to the nearest fire brigade and to 
oe nearest Police station by phone or otherwise as described in paragraph 3 of 

pter= 
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4. Immediately on “the alarm being raised, every man should proceed, to the. 
post to which he is told. off and make such effective efforts a3 he can to put out the 
fire, pending the arrival of the fire brigade. If buildings are equiped with fire 
hoses and bydrants connected to the over head tanks, they should be used to the 
bee eee uiens as will be possible to put major, fires by a timely use of these 
appliances. ' 


5. All movements should be carried out with silence and rapidity and special 
care must be taken to see that there is no crowding in passages and staircases. 


_ 6. As a draught of air wil' fend to increase the fire, all doors and windows _ 
which it is not necessary to use for ingress or egress should be closed. 


7. All inflammable materials near the fire should be collected and carried to a 
place of safety. 


Chapter IV. 


General Instructions. 


_1, The rules in Chapters I to III are applicable for oridnary Government non- 
residential buildings. These rules should be printed in English and Vernaculars 
and to hung up in conspicuous places in every building. 


2. As regards the appliances to be provided for fire protection, the Executive 
Engineer who is in charge of the building will advise the head of the office of the 
number of fire buckets and chemical extinguishers required according to the scale 
fixed taking into consideration the cost of the building and the superficial area of 
each floor. The responsibility of seeing that the equipment is according to scale 
and is kept on working trim in that of the head of the office. - 


3. In the case of important buildings where there is insufficient means of access 
of the roof, the Executive Engineer should consider the possibility of proving ladders 
to suitable length for gaining access to any part of the roof. 


4. The initial supply of the fire buckets and fire extinguishers together with other 
appurtenances, such as stands, buckets, etc., as well _as all renewals of and repairs 
to, the fire buckets and fire extinguishers shall be made by the heads of the offices 
concerned—such works being treated as assigned to the departments concerned. 
If, in any case, professional skill or assistance is considered necessary, the Executive 
Engineer or the Sub-divisional Officers shall be consulted. 


5. When a building is occupied by offices of more than*one department, the 
“department” responsible for precautions under these rules, shall be the Revenue 
Department if it be one of the occupants and if not, the department of the local 
Government occupying the major portion of the building to be decided in each 
case, ty the Superintending Engineer concerned. If, in such cases a department 
of the Central Government happens to be one of the occupants, the cost of the fire 
appliances supplied or of the repairs there to in repect of the portion of the- 
building occupied by such department, shall be recovered from that department. 


6. A building should be the unit for purposes of fire protection. In cases 
where a building (whether owned by Government or hired) is uscd partly 6s an cffice 
and partly as a residence for a Government officer, the department of which the 


office belongs shall be responsible for the provision of fire protection appliances 
for the entire building. ; 
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= ° 9. The supply of buckets and tanks, etc., to buildings rented as offices will be 
atranged for by the heads of offices occupying the building. 


8. Responsibility for fire protection for building not incharge of the public 
works Department is that of the head of the officer occupying it. 


9. The main principles underlying the rules is that the head of the office should 
see that his office building is pretected. On that principle it is for him to supply 
the buckets and other appliances for him to get the rules translated, printed and 
hung up and for him to make good (with the assistance of the Executive Engineer 

where necessary) any other defects, 


CHAPTER V. 
Practice Drill. 


1. The head of the office should fix an officer who will be responsible for the 
training of the men to take part in putting out fires during day and night and con- 
ducting periodical drills. The practice must be as realistic possible and should 
include relying of sand and staff available. 


2. Fourday time the services of tbe several attendersjand peons on duty should 
be utilised but for night, special watchman should be engaged. 


Nore.—Oaly one watchman should be employed for each such building unless 
the size of the building warrants the employment of second watchman. In cases 
where the existing arrangements (such as deputing peons ard atterders to sleep 
in the office precincts at night) are adequate there is no necessary for the employ- 
ment of night watchaman. The expenditure should be met from the contingent 
for rach office. 


3. Fire practices in the use of these appliances should be given by the officer 
appointed once a week until all the attenders, peons and night watchman have 
had sufficient instruction in the use of the various appliances. The chemical fire 
extinguisher should not be operated in these practices. The officer should explain 
to the men the working of the appliances and the method of using them in case 
of actual fires. The descriptive leaflets and instructions which are supplied free 
by the suppliers to purchasers of these appliances will be helpful to the officer in 
this matter. If there is still any doubt, the officer should consult the Local Public 
Works Department Officer, who will explain matters. 


4. After the intitialinstructions, there should be pericdical refresher instruct- 
tons for new men aS well as for those previously informed on the use of the fire appli- 
ances at intervals of one month. As already mentioned in paragraph 3 above the 
chemical fire extinguishers shculd not be actually used, since any accidential 
damage to the glass acidtube inside may result in wasteful release of the contents, 
The officer should orally examine the men individually to ensure that each of them 
understands clearly the working of the appliances anc howto use them on occasion 
when there is a fire. He should also test the weight of the extinguishers and the 
alkalinicy ofthe solution, as detailed in the instructions sheet issued by the supply 
ing company and satisfy himself that the materials bave not deteriorated. Once 
a year however, the complete drilishould be carried out with actual use cf the 
contents of one or two of these chemical fire extinguishers, so as to forma real 
practic: test. 


5. Asufficient stock of refills for chemical fire extinguishers, say 5 per cent spa 
$101ld always bz kept. New refills should be loaded immediately after use ak 
r:al fire accident and after the real practice test once a year referred io in para 
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graph 4 above. The instructions issued by the supplying companies contain 
etailed description of the procedure to be adopted in such cases which should be 
closely followed. If there is any doubt, the local Public Works Department 
Officer should be consulted. Sta ; 


6. A suitable day in the first week of every quarter should be selected for 
fire drill but the hour should not be fixed nor intimated. On the day selected, an 
alarm should be given by the Officer in-charge of the arrangements at, different 
parts of the building each time and tbe practice drill with appliances gone 
through under the guidances of the Officer in as orderly a manner as possible. This 
should be witnessed by the head of the office or his assistant deputed for the purpose. 
Similarly drill should be one through during night time during the same week buts 
on a different day. 


7, A register should be kept of all such exercises and of the defects noticed with 
any of the appliances. The register should be inspected by the head of the cffice@ 
e the same day or the day following and he should take action to set right the 

efects. 


8. A register should be kept showing the issue of the refills for the chemical 
fire extinguishers after each practice fire-fight. 


9. Where special hydrants are fixed inside the buildings and five-houses are 
kept in glass cases all the hydrants should be tested with the hoses, on the dril 
day to ensure that they function all right and the men are fully acquinted with 
their use. On the morning of the practice, the glass cases should be kept open.. 
After the practice is over the houses should be cleaned, aired and kept in the proper 
places and the glass cases closed, 


~ 


> 


CHAPTER VI. 
Night watchmen. 


1. The watchman will be on duty from 6 p.m. to 6.a.m. every day. They will 
go round as soon as they come on duty to see that all doors have been locked. They. 
will take turns (where there are more than one watchman on duty) in going 
round the offices and record the same at the tell, tale clock (where these are 
provided) every half an hour, patrolling only ihe verandahs and corridors round the 
office rooms. They will carry a whistle and a stout bamboo 5 feet long. 


2. Where there is a head-watchman or a superintendent he will visit the Washer- 
men at uncertain hours during the night to see that they are doing their duty.. During 
‘such visits Re will carry on his person the set of .duplicate. kees- of all 
the officers sealed in a bag. If there is only one watchman, he will have these 
duplicate with him. 


3. Action to be taken in case of fre—Shoulda watehman on his rounds abserve 
any outbreak of fire, he willatonee whistle for the other watchman, ané sound the 
fire alarm belli. He will actin accordance with paragraph 3 of Chapter I. The 
telephone exchange will at onee eommuniaate to the nearest fire station and inform 
them the locality in danger. Where there are no telephone, information should 
be communieated to the nearest police station. 


4, If the fire is inside an 


apened the watehman the head 


willget the fire buckets and 
call the watchman of the neighbouring offices, if any. 
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18 
19 
20 
21 
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26 
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y .one..of. the rooms, which eannot be readily 
pen watohman or superintendent if available on the spot 
willimmediatelyforee open the door by means of a crow bar (which will be kept in the 
eustody of the watehman at an approved [ogation) and try to put out the fire with 
the oh?mical fire extinguisher available. In the meantime the other watehman 


pumps into operation. They will also whistle and 


— 
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STANDARDISED List op RecorD FILes, 


Name of the record file. 


(1) 

Aooidents .. a 
Accounts and Treasur 

Do. 
Arms Lioefices 
Assessment 

Do. be 
Board’s Progeedings 


 ,Do. 
Cattle diseases 
Copies ; 
Civil Supplies viz. .- 


Community Projeats 
Do. 


C.P.P.P. and G.P.P. 
Crimes 
Epidemic diseases 
Do. 
Do. 
Establishments 


Establishments 
Do. .e 
Do. oe 
—§06-1—8A 


= 


4 


“wa Subejct, 
e Q) 
Report of. 
Cash balanee—Weekly repor. 
Orders of Acgou tant-General ete. 
Applisation disposed of, 
Loeal Board, 
Land cases assessment. 
Land Revenue 
Commercial Taxes. 
Court of Wards. 
Exoise. 
Rood Produstion., 
Settlement of Estates, 
Report of. 
Extract petitions, Publie Documents. 


Food grains and pulses, sugar and suger 
produats, kerosene, misecllaneous drugs 
ingluding quinine products. 


Inspection notes of. 


Sanation orders of Block Development 
Officers and Pro-Executive Officers, 


Applieations disposed of 
Report of grave Grimes. 
Cholers reports. 

Plague reports. 
Small-pox reports. 
Appointments. 

Leave 


Transfer of Gazetted Officers, 
Transfer of subordinates, 
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27 
23 
29 
30 
31 
32 
33 


34 
35 


36 
37 


39 


41 


42 
43 
44 
45 
46 


47 
48 
49 


50 
$1 
52 
53 


35 
56 
37 
58 
59 
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Name Of the record file. 


(1) 


Exoess and Prohibition, .- 


Do. 
Do. 


Fairs and Festivals 
Government Orders a 


Do. 
Do. 


Inspection «. 
Labour 
Labour Schools 


Do. 
Loans 

Do. 
Loéal Boards 

Do. 

Do. 


Local Development Works 


Magisterial .-- 
Do. 


ae 


ee 


ee .% 


Municipal Councils 


National Extension Service 


Passports ee 
Proesedings oi 


ee 


ae 
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| Subjec t 
(2) 


Permits. 
Lieenoes——Breach of. 


Prohibition Committee. 
Report of. 

Agriaulture Department. 
Finanee Department. 


Health, Edueation and Local Adminis» 
tration Department, 


Home Department. 


Industries, Labour and Cc operation, 
Department, 


Judisia} Department. 

Law Department. 

Public Department. 

Public (Election) Department. 
Publi (Political) Department, 


Publis (Rural Development Projeets) 
Department. 


Public Works Department. 

Revenue Department. 

Inspection of Subordinate Offices. 
Commissioner of Labour—Prowedirgs of 


Appointment, transfer, leave, Prcmotion 
and punishment of teachers. 


Inspection reports (arranged schcolware — 


.- Applications disposed of. 


ae 


Receipts of borrowers under the L.LL. and 
Agriqultural Acts. 


District Boards, Agenda and Procecdings 
District Edueational Council Proeedings. 
Panchayat Boards Proezcdings. 

Inspection reports. 

Judgments of Sessions Courts. 
Judgements of High Court. 

Proceedings of. 

Inspection reports. 

. Applications disposed of. 

Chief Conservator of Forest. 
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AFPENDIX-D—cont. 


Name of the record file. Subject, 
(i) (2) 

60 Proceedings of .- o- -» Commissioner of Income-TaX. 

61 Do. oe a -. Direotor of Agriculture. 

63 Do. . «- .. Direetor of Industries. 
w, 63 Do. ‘fe 5% .. Director of Public Health. 

64 Do. és aie -. Registrar of Co-operative Sccictics, 
b 65 Reodrds ..- o ». Listof records handed over by section 

Clerks and heads, 

66 Reports ve .. Transfer of charge reports, 

67 Statisties . . .. Agriculture statistics. 

68 Do. ie a .- Season report, ‘weekly, 

69 Tour ee os . -- Tour programme, 
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Nore OF THE SLIP-INDEX. 


It may be useful to compare the respective merits of thecard and slip-indexes, 
The Card-index has only one advangtage over the slip-Index—that it is easier to 
piace a card in its position than to file a slip inthe “binder”. On the other hand, the 
slip-Index is much cheaper and it is much more portable, which is a great advantage 
in offices where it is necessary to take indexes on tour and it requires no special 
furniture. Trays are quite sufficient to keep the binders in. Cards may be kept 
in trays as long as the index is comparatively small, but when it reaches any size 
proper index cabinets are almost indispensable, and these are costly. Two or more 
slips can be prepared simultaneously by means of carbon-paper. This cannot be 
done with cards. Cards take up much more room than the slips. The slips cannot 
be easily displaced whereas the whole card-index may be accidently, upset, and 
then it will take a good deal of time to re-arrange it Finally; the slip-index 
being in book form and easily held in the hands is much more convenient to 
consult than a card-index. One can run through the slip which one*s thumb and 
forefinger as one does through the pages of a book. The slip are also in the proper 
position for reading—Horizontal—whereas the cards ate verticle, and onehas eithe: 
tolift each card out to read it, or to push it backwards into a slanting position and lean 
over the tray or drawer. It is thus clear that the slip-Index is far superior to 
the card-index, and if the volumes are broken up before they become too thick 
and Mr. Tottenhan’s special tags are used, filling takes very little time and is nov 
troublesome. Of course, if a very large number of entries had to be filed daily this 
point about delay in filing wou'd become more important. Even then, however, 
the difficulty would be minimised by the fact that the proper course would be tolet 
a number of slips accumulate and file them at one time. The tags would then 
have to be taken out and re-treated only once for the whole batch, and the lost 
of time would be very slight. For the proper working of the slip Index It Is essential 


to have the special tags. 


Ne 
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APPENDIX-F. 
(District Office Manual—Paragraph 136-A.)) 


STATEMENT SHOWING DESPATCH OF, REVENUE BUSINESS OF THE. , COLLECTOR'S 
OFFICE, * DISTRICT DURING THE HALF-YEAR ENDING 19°. 


Nores.—1. This retum is due in the office of the Board of Revenue by t 
20th of the month ‘following each calendar half-year. Po y the 


¢ 


2. The unit for the statistics in this return is each single one of the serial 
numbers entered in column (1) of the new case and copy application registers. The 
period of pendency: should count from the date on which the first paper registered: 
was received or initiated.. 


3. The return should ‘be accompanied by a brief review of arrears in subor 
dinate offices, and by a separate list of Board and Government papers’ more'thah 
one year in arrears [Column (11) in the return], showing.— . 

(1) the date of each such paper ; 

(2) brief abstract of the subject-matter ; 

(3) explanation, in brief, of cause of delay: and 


(4) date of last reminder sent to officers against whom papers are pending. 


4, The number of éases under columns (8) to (11) brought to the call-book. should 

be noted separately under the total figures in the return. eietae cc! 
Number of serial numbers, 

disposed of ‘tmally. So 
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(8) (9) (10) (31) (12) (13. 
Total number of papers 
pending at the begin- 
ning ofthe half-year. 
Total number of papers 
pending at the end of 
the half-year. 
Increase. . 
Collector’s Office, To the Secretary to the 
19 Board of Revenue. 


(G.O. Ms. No. 981, Revenue, dated 9th March 1918}, 
(B: P. "No. 247, dated 9th November 1904.) 
(G. O. No. 3890, dated 3rd December 1917,}- 
(G. O. No. 1693, dated 6th June 1911.) 
(B. P. No. 218, dated 7th December:1917.) 
(B: P. No. 69, dated 19th March 1918.) 
(B, P. No. 41, dated 21st June 1929.) 

(G: O. No. 1303, Revenue, dated 17th June 1931.) - 


~ 
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(District Office Manual—Paragraph 136-A,) 


Statement showing the despatch of the Revenue- Business of the District 
= Petanewe ess of seeeteoeSeuseceesess During the HalfsYear Ending 


@eadevevet 


i9 . 


NoTE,—(1) The unit for the statistics in this return is each single one of 
the serial numbers entered in column (1) of the personal and copy apptication 
registers. When two or more. currents go under the currrent number they 
ate not separate units but all form one unit. Reminders and references bear 
he number of the current with reference to which they are issued and are 
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therefore not counted as separate numbers. The period of pendenccy should 


‘count from the date on which the first paper registered was received or 
initiated. 


(2) The return should be accompanied by a separate list of all papers 

more than one year in arrears (Column (l1)of the return] showing:— a 

1. the date of each such papers, 

2. brief abstract of the subject matter. 

3. explanation in brief of cause of delay; and 

4, date of last reminder sent to officers against whom papers are 

pending. 
(3) The number of cases under columns (8) to (11) brought to the eall 

book should be noted separately under the total figures in the return. 


i. Name of the register. 


2. The number of serial numbers pending at the beginning of the half-year. 
3. The number of serial numbers received or initiated during the half- 


4. Total of columns (2) and (3). 
Number of derial numbers disposed of finally. 
 $, Out Of serial numbers shown in column (2). 
6, Out of the serial numbers shown in column (3). 
7. Total of columns (5) and (6). 
Remaining in arrears. 
8. an or less (counting from date of registration of first current in 
9, More than one month and not more than six months. 
10. More than six months and not more than one year. 
11. More than one year. 
12. Total of columns (8) to (11). 
13. Remarks, 
(B.P. No. 247, dated 9th November 1904.) 
(B. P. No. 278, dated 19th October 1911.) 
(B.P. No. 41, dated 2ist June 1989). - 


(G. O. No. 130, Revenue, dated 17th /3rd June 1931.) 
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(District Office Manual— Paragraph 136-A) 


Despatch of Revenue Business of the Taluk Office of.......-.00e. ccc eee en » 
‘for the half year.................. GUGIDG 652104 Secs ackaecc 19 


Notss.=—(1) The unit of these statistics is cach singh. one of the seria] numb« 
entered in column (1) of the registers shown in column (2) of this statement wl .- 
two of more currents go under one current numkr, they are not separate units, |» 
all form one unit. 


_. (2) When there are two or more currents in cne filo, the currcnt first register 
will decide what register it is to be bookcd against. 


‘i (3) The businessto be shown in thvse statistics is all business other than may i, 
evial. 


(4) The number of cader under column (9) to (i2 bought to the call book 
should be noted reparately under the total figures in the return. 


1. Number. 
2, Names of the registers. 


3, The number of serialnumbers inthe registers mentioned in cch we (2) 
pending at the beginning of the half year. 


4. Number of serial numbers receivcd or initiated during the half ycar. 
Number of Serial number disposed finally. 

. Total of column (3) and (4). 

. Out of the serial numbers shown in column (3). 

* Out of the serial numbers shov n in column (4). 

. Total of columns (6) and (7). 


ao nN HO 


Remaining in arrears. 


9, One ee or less (counting from the date of registration of first current 
in file). 


10. More th@2 one month and not more than six months. 
11. Morethan six months and not more than one year. 


12. More than one year. 
13. Total of columns (9) to (12). 
14, Remarks. 
(1) Personal registers. 
(2) House-site register. 
(3) B. Memo register. 2 .,¢ 
(4) Taluk register No. 4 (Darkhast), No. 5 (Relinquishments), No. 6 (Trang 
fer of registers), No. 7 (Rcgistcr of permanent changes), No" 8A 
(Register of Rew survey filds and sub-division) and No,10-A 
(Water rats register) . ; oe os 
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(5) Copy application register. 


N.B.—Details of papers pending for six months and upwards should accompany 
t he statement. 3 <Any 


Office of the 
Total of.columa (3) . 
Totalof column (13) ~ 
Increase 
Decrease 
(Signature) 
(Office) 


(B.P.No. 247, dated 9th November, 1904) 
(B.P. No. 273, dated 19th October 1911.) 
(B,P. Mis. No. 962, dated 15th July 1918.) 
(B.P, No. 413, dated 21st June 1929; 
(G.o. No.1303, Revenue, dated 17th June 1931.) 


APPENDIX I 


INSTRUCTIONS FOR THE WORKING OF THE TOTTENHAM SYSTEM IN THE REVENUE 
DIVISIONAL, TALUK AND DEPUTY TAHSILDARS’ OFFICES. 


A,— Revenue Divisional Offices. 


1. An office order such as that rfeerred to in the preliminary note in the Manua 
should be issued in each office indicating who should perform the functions assigned 
in the Manual to specified officials. 


2. Subjects to the above office order, the pringiples. of the Tottenham System as 
described in sections IT, IN, VII, IX, X, XI, XU, XI and XVI of the District Office 
Manual apply in their entirely to all divisional] offices and the principles of the other 
sections apply subject to the following remarks and modifications. 


3. Organisation of the office.—Asa divisional office conists of an establibsment 
of from four to six clerks, it is unnecessary to divide-it into sections. Each clerk will 
be assigned a distinguhsing jetter as this wellassist the head clerk in the distribution 
of the tappal. The head olerk should be made responsible for the supervision 
and control of the whole office. 


4. Register to be maintained.—The following registers should be maintained 
in each divisional office. 
(a) Distribution register, 
(b) Personal register and periodical register. 
(c) Special register of important references from: the Collector, Board and 
Government, oe 
(d) Fair-copy register and despatch by post and, local detivery book, 
(e) Call-book. a. 
_ f) Stamp.account.. 
+ 7(g) Seourity register. 
* (i) Copy application register. 
(i) Record issue register. 
() Arrear lists, 
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“. (a) Distribution registe?—This register will be maintained in the form annexed 
to these instructions and willserve the purposes both of the distribution and the new 
case registers prescribed in the District Office Manual. Each register will contain 
220 pages with1 5 lineSto a page and the lines will be serially numbered in print. Two 
registers—Volume I contzining Nos. to 3301 and Volume II. Nos. 3301 to 6,000—~ 
willordinarily be required every year exc: pt in offices with hea vy correspondence which. 
may require a third volume. e 


Al} papers reozived in tappal, without any exception, should be entered in the 
distributionregister. The serialnumbersincolumn(] )oftheregister should be printed 
The papersshould be sorted out clerk wise and numbered withan automationumbering 
machine in sucha way that each clerk has a consecutive s¢ri¢s of numbers, é.g., head 
clerk shouid gét-numbers 1 t.5 second olerk numbers 6 to 12, third clerk numbers 
13 to 20 and.so on. ‘The enclosures should be entercd in column (2). At the paper 
relating to a clerk in eolumn (2) should be bracketed together and intialled by him 
in column (3) in token of acknowledgment. Any stray numbers refating to the: 
papers of a olerk should also be initialled by him. Below the last number given to 
the days’ tappa) the head cl¢rk should invariably affix his intials with date, 


When subject clerks acknowledge the receipt of paptrs in the Cistribution register, 
they will note in column (4) of the distribution register the numbers of old cases to 
which any of the papers rectived by them on the previous day or only replies and ring 
them off. In respect of periodcals and papers marked “L. Dis. P. (Distr,)” or “N, 
Dis. P. (Distt.)” by the Divisicnal Officer or by the head cleik su bject to approval of 


the Divisional Officer, the number of the periodicals or the moce of disposal, as the 
case may’be, should be entered'in column (4) of the distribution register and the entries 
in the register should be ring<d off. In the case of Government Orders and Board. 
Proceedings on which no specific action is neoessary and similar papers for which. 
“record files” are kept, the number of the “record files” in which they should be 

filed should be got approved by the competent authority and noted in column (4) 

of the distribution register ; the papers should then be handed over to the record 

kesper under his acknowledgment in column (5) of the rSgister and the ntries in the 
register should be ringed off. Column (4) will be kft blank against all new- oases tijf 
they are disposed off. The despatcher shculd, after fair copies are despatohed, hand 

over the files to the olerk who maintains the distribution register who willnote all the 
disposals in column (4) of the register before transferting the fles to the record- 

keeper. The latter willacknowledge their receipt in column (5) and will also see 

that allthe files have been duly entered in column (4). 


’ 


. n papers are finally disposi d of the subject clerk should hard ovr the file 
dee a maintains<the distribution register ard obtain his initials jn ‘he len 
column of the personal register. 


b) Personal register ana periodicals register.—Eaoh ol¢rk will maintain a personal 
segunet and a periodical register, the instructions in the District Office Manual being 


followed. B28.) a 


Special register of imporiant references from the Collector, Board: g 
vgn Te should be maintained in Form XVI in Appendix B. This reue 
should be maintained by the Head Clakand submitted to the Divisional Officer 
every day for his. perusal, if he is ct headquarters, : 

-w cases shovid be registered under fresh scrialmumbers, while old cascs sho 
be a against serial numbers of the papers to whiob they refer in columns ay cee 
((O)of t he personal register. In order to facilitate the tracing o f old'cases in i 
personal register, the current number given to each old cacin the distribution register. 
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Should be noted in seria] order in column (2) below the last entry of new cases for the 
day together with the current number of the paper against which the old case is enteter 
as ordered above. This is illustrated below :— 


Serial Current Date of receipt by Title, etc. 
num- number. Clerk. 
ber. 
{1) (2) (3) (4) 
335 4847 30th July 1927 Pancha yats—Chittcor, ete. 
4858-3584 


336 4880 is August 1927 Budget—Control expenditure, 


(@) ‘Fair copy register.—This should in the form anncxed to there instructions, 
The head clerk is responsible for the Prompt fair copying and despatch of papers, 


The register sould be cefully maintained and checked from time to time. If this 
is done, will afford a safe guard against dealys in the despatch of fair copies. 


A despatch by post and local delivery book should also be maintained in the manner 
prescribed in the District Office Manual. 


(e) Call-book.—Ordinary calls will be noted in the personal registers and not 
in the call-book but papers that have to be over for months and those which relate 
to the return of records which are not entered in the special register prescribed in 

graph 6 of Boards’ Standing Order 174 and the return of which has to be carefully 
watched should be entered in the call-booh. Please see also the instructions in para- 
graphs 68 and 69 of the District Office Manual which should be followed mutatis 


mutandis. 


(f), (g), (A) and (i).—The stamp account, security register, copy application 
register and record issue register should be maintained in the manner laid down in the 


District Office Manual. 


(j) Arrear lists.—They should be written up in both forms VII and X prescrited 
in the District Office Manual and the instructions in paragraph 132 of the District 
Office Manual should be followed. 


Norz.—In B.P. Ms. No. 2012, dated 14th September 1925, the Board approved 
the maintenance for Collectors’ offices of an arrear list of records pending with clerks. 
The Board considers it unnecessary to introduce it into Divisionaloffices. A systematic 
inspection of the record issue register by the Divisional Officer ard his head clerk 
is all that is requiredt o prevent unnecessary retention of records by clerks. 


5. “Indexing ” should be done after a paper is given “R” or “D” disposal and 
not when it is received in the tappal. In preparing the index slip, the instructions 
given in the District Office Manual! should be carefully foolowed. : 


6. Filing.-The system of ‘filing’, detailed in paragraphs 84 to 86 of the District 
Office Manual should be adopted. The system is complicated and before introducing 
it the Divisional Officer should take care to compile a list of files which will suit his 
office (of Appendix D of the District Office Manual) and sk.ould satisfy himself that 
the head clerk and the other clerks of his office have understood the instructions given 


in the District Office Manual. 
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ANNEXURES, 
a; 
Distribution Register 


Serial number. Enclowres (Here Number of the Disposal—Nature Record-keeper’s 


enter total clerk and his and date (N.B. acknowledg- 
number of initials, Ring offreplics ment with 
original re- top ending date. (Des- 
cords, plans, currents and patch seal 
title-deeds, etc.) note their in the case of 
number). N.Disposals). 
(1) (2) (3) (4) (5) 
i, 
Fair-copy Register. 
Serial mumber. Number or description with the Date of receipt Date of 
date of approval! of the draft, for issue. despatch. 
(1) (2) (3) (4) 


Nots.—In the case of drafts approved in camp, prefix the letter “C” to the date 
of approval in column (2). 


B.—Taluk Offices. 


1. An offce order such as that referred to in the preliminary note in the 


: : District 
Office Manual should be issued in each office indicating who should perform Ne 
functions assigned in the Manual to specified officials. 


2. Subject to the above office order, the principles of the Tottenham system as 


described in sections II, 1, VIII, 1X, X, XI, XI, XDI and XVI of the District Office 


Manual apply in their entirely to all Taluk offices and the principles of the other sections 
apply subject to the following remarks and modifications. 


3. Organisation of the office. The office should be divided into three sections, 
the clerks in each section being assigned a distinguishing letter as illustz 


ated below :— 
Section A~-Under the Taluk Head Accountant 
A~1—Jamabandhi and sfatistics. 
_ A-2—Cash, loans. 
A-~3— Special! Funds. 
A-4—Demand, collection and balance, 
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Section B—Under the Taluk Head Cierk — 


B-1— Darkhasts, land sales, etc. 
B-2—Land records. 

B-3—Land acquisition. 

B-4—b Abkari. 

B-5—Records, 


Section C. -(Fait-copy section)— Under the Taluk Head Cletk— 


C.1.—Tappal. 
C.2.—Fair-copying and despatch, 


Subject to the general control of the Tahsildar, the Headquart i j 
should be made responsible for the supervision and conhil of the a 


—(1) Most Taluk offices have now a typist. The typist 

may be placed in the fair-copy section. The attender can taiseage — 
ae coey ‘hel eo eo of erg eee subject clerks may occasionally have 
o fair-copy their drafts but most s shoul to the fai i 

there is no typist. B° ¢ fait-copy section unless 

(2) The distribution of subjects shown above is only illustrative. Subj 

the approval of the Collector the Revenue Divisional Office F ae 
distribute the subjects as they think best. xs have dhecyetion to 


eee oe = be maintained.—The following registers should be maintained in 
(a) Distribution register. 
(6) Personal register and periodical register. 
(<) eae recetes of important reference from the Divisional Officer, Collector, 
(d) Fait-copy register and despatch by post and local delivery book. 
(e) Call-book. 
(f) Stamp account. 
(g) Security register. 
(h) Copy application register. 
(i) Record issue register. 
(j) House-site register. 
(k) B. Memorandum register. 
(1) Taluk Register No. 4 (Dharkast). 
(m) Taluk Register No. 5 (Relinquishment). 
(n) Taluk Register No. 6 (Transfer of registry). 
(0) Taluk Register No. 7 (Register of permanent changes). 
(p) Taluk Register No. 8-A (Register of new survey fields and sub-division). 
(q) Taluk Register No. 10-A( Water rate register). 
(r) Register of income certificate. 
(a) Distribution Register.—This register will be maintained in the ferm anrexed 


to these proceedings and will serve the purpese toth of tke disfrikuticr cred tk 
case register prescribed in the District Offi cc Merwel. Fech register will = rte i 220 
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ages with 15 lines to a page and the lines will be serigily numbered and in print. 
Three registers, Volume 1 containing Nos. 1 td. 3,306, ‘Va une TE, NOS. 6,301 to 6.00 
and Volume III, Nos. 6,601 to 9,900 will ordinatily.bé tetuireevaty year, 6xeebt in 
offices with heavy correspondence which may required fourth volume. 7 
Norte.— Number in the distribution register relating to the ptevidus calendar year 
‘and which remain unringed off as on the ist April of the cartent year, will be éntered 
on the pages at the commencement of the volumes of the new-year. - For this pugpose, 
a few page of distribution register or will be left blank at the comniencement of the 
calendar year. After the pending numbers of the previous year, have thus been 
carried Over to the new register, the old volumes should be sent to the record and 
acknowledgment of the record-keeper obtained on the first page of the new register. 


All papers received in tapal, without any exception should be entered in the 
distribution register. The serial number’s in column (1) of tlie register should be 
printed. The papers should be sorted out clcck-wise and numbered with an automatic 
numbering machine in such a way that eacli clerk, hasa consecutive series of Nos. e.g., 
head clerk should get Nos. 1 to 5 second clerk Nos. 6 to 12, thrid clerk Nos. 13 to 29 
andsoon. Theenclosure should be entered in column (2). Allthe papers relating to a 
clerk incolumn (1) should be bracket’ together and intialled by him in column (3), 
in token of acknowledgment. Any stray numbers relating to the papers of clerk, - 
should also be initialled by him. Below the last number given to the day’s tappal 
the Headquarters Deputy Tahsildar should invariably affix his initials with date. 


When subject clerks acknowledge the recéipt of papers in the dsitribution 
register they will note in column (4) of the distribution register the number 
of old case to which any of the papers received by them on the previous day 
are only replies and ring themn oft. In respect of periodicals and papers to 
be entered in special registers, such as taluk register numbers 4, 5, 6, 7, 8 and 
8-A and the B. Memorandum register, the number of the periodicals of the 
serial number of th ecase in the special register, as the case may be, should 
be entered in column (4) of distribution register and the entries in the register 
should be ringed off. In the case of Government Orders and Board Pro- 
ceedings on which no specific action is necessary and similar papers for which 
“record files” are kept, the number of, the “ record files-” ia: which they should 
be filed should be got approved by the competent authority and noted in column 
(4) of the distribution register; the papers should then be handed. over to 
the record-keeper under his acknowledgment: in column (5) of the register and 
the entries in the register should be ringed off. Column (4) will be left blank 
against all new cases ull they are disposed of. The despatcher should after 
fair copies are despatched, hand over the files to the clerk. who maintains the 
distribution register who will note all the disposals in column (4) of the 
register before transfering the files to the record-keeper. The latter will 
acknowledge the receipt in column (5) and will also see that ell the files have 
been duly entered in column (4). 


When papers are finally disposed of the sudiect clerk should hand over the 
files to the clerk who maintains the distribution register and obtain his initials 


in the last column of the personal register. : 


(b) Personal register and periodical register —Each clerk will maintain a 
personal register and periodical register, the instructions, in the District Office 
Manual being followed. pee o> 


128 - DISTRICTO FFICE MANNUAL 


. - . New .cases should Se" registered under fresh serial numbers, While old "cases 
should be noted against the: serial numbers of- the papers. to which’ they -refer 
in columns (9} and (10} of. the personal register. In order fo facilitate’ the 
tracing of old cases in the personal register, the current number given to 2ach 
_ old case in the distribution register should be noted in serial order in column 
(2) below the last cniry of new cases for the day together with the current 
-gumber of the paper against which the old case is entered as ordered above. 
This is illustrated below :— 


Seriat Current number. Date of receipt by clerk. Tiles, ete. 
number. 
(1) (200 (3) 4 
335 4847 .. 30th July 192% eo Panchayats-Chitteor, 
4858-3534 etc. Tey + 
336 4880... 1st August 1927 os Budget-Control of 


expenditure, etc. 


(c) Special Revister of important — reference fron: Divisional Officer, 
Cellecior, Board and Governmert.—This should be maintained in Form XVI 
in Appendix B. This ,egister should be maintained by the Headquarters 
Deputy T ahsildar and submitted to the Tahsiltar daily for his perusal if he 


is at headquarters. 


(d) Fair-copy register —This should be in the form annexed to those 
jastructions. The head clerk is responsible for the prompt fair-copying and 
despatch of papers. The registers should be carefully maintained and checked 
from time to time. If this is done it will afford safeguard against delays in 
the despatch of fair copies. 


The fair copy register need not be maintained in those taluk offices where 
the clerks themselves fair copy their drafts and where there are no separate 
typists for fair-copying work. The heads of the offices should watch the 
delays in the preparation of fair. copies and take suitable action against the 


clerks responsible. 


A despatch by post and locai delivery book should be maintained in 
C.F. 61 revised. All communications to be delivered by hand should be 
eptered in this register. Column (3), (5) and (6), however, need not be 
filled up. The typist or attender when there is no typist shvu!d maintain this 


register. 


(e) Call book.—-Ordinary calls will be noted in the personal registers and 
not in the call book bat papers that have to lic over for months and those 
which relate to the return o! records which are not entered in the special 
register prescribed in paragraph G of Board’s Standing Order No. 17+ and 
the return of which has to be carefully watched should be entered in the call 
book. Please see also the instructions in paragraphs 68 and 69 of the District 
Office Manual which should be followed mutatis mutandis. oO 
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(f) (g), @ and (i).—Th_ stamp account, security register, copy application 
register and record issue register should be maintained in the manner laid down in 
the District office Manual. 


(j) ans ()) to (p).—The existing register should be maintained as at present. 


(-). B. Memorandum register—This register will be maintained in two different 
forms as shown in the Annexure IV, viz., (i) for poramboke lands and assessed or 
unassessed waste lands which have either been reserved or classed as valuable under 
Boards. Standing Order No. 15.22 and (ii) for assessed and unassessed waste lands 
which are not reserved or are not valuable according to Boards’ Standing Order 
No. 15-22 . The register is not to be written up by villages. The B. Memorandum 
must to entered in the register serially for the whole taluk in the order of their 
receipt. An alphabetical index of the villages on the lines of taluk registers 4, 5 
and 6 should be put up injthe first page of the register (the serial numbers of the B., 
memoranduin being noted against the concerned villages in the index.) 


Note.—These forms are not for use in Madras district. 


(q) Taluk register No. 10.A—Water-rate register.—This register will be maiantined 
in accordance with the instructions in the Manual of Taluk Accounts. 


Note.—This register is not for use in the Nilgiris district. 


{G.O. Ms. No. 2007, Public (Service-T), dated 27th June 1887 and B.P. Mis. No. 
870, dated 8th July 1957.] 


5. Arrear lists —They should be written up both Forms VII aud X prescribed 
in the District Manual and the instructions in paragraphs 132 of the District Office 
Manual should be followed. 


Nore.—iIn B.P. Mis. No. 2012, dated 14th September 1925, the Board approved the 
maintenance for Collector’s offices of an arrears list of records pending with clerks. 
The Board considers it unnecessary to introduce it into Taluk Offices. A syetematic 
inspection of the records issue register by the Tahsildar and the section heads is all that 
is required to prevent unnecessary retention of records by clerks. 


(G.O. Ms. No. 915, Public (Services), dated 8th November 1933 and B.P. No, 121, 
Press, dated 22nd November 1933.] 


6. Indexing.—This should be done after a paper is given a ‘R’ or ‘D’ Disposal 
and not when it is received in the tappal. In preparing index slip the instruction 
given in the District Office Manual should be carefully followed. 


The titles even in the case of correspondence in the languaage of the district must be 
in English and written in the same form as if the correspondance were in the Engllsh 
Tahsildars and Headquarters Deputy Tahsildars, “should be see that the title is 
property written. 


1, Filing—The system of ‘filing’ detailed in paragraphs 84 to 86 or the District 
Office Manual should be adopted. The system is complicated and before introducing 
it the Tahsildars should take care to compile a list of files which will suit his office 
of Appendix D of the District Office Manual and should satisfy himself that the 
Head Accountant and the other clerks’ of his office have understood the instruction 
given in the District Office Manual. 
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I 
Distribution register. 


Serial Enclosures Number of Disposal—Nature Record-keeper’s 


number. (here enter clerks and date acknowledge- 

toral number and his (N.B. Ring off | ment’ with -date 

of original initials repliesto pen- § (Despatch 
records, plans, ding currents shall in the... 

title-deeds, and note their case of N. 60: 

etc.) . numbers). disposal.) . 
(+) @) @) Cr) 
| ’ 
i 


Fair-copy register. 


Number of Date of receipt 


Serial number. description ' for issue. Date of despatch. 
with the date of . aes 
approval of 
the draft. 
i) (2) (3) mG) 


Note.—In the case of drafts approved in camp, prefix the letter ““C” to the date 
of approval in column (2). . 


Ijl.—Cancelled. 


13" 


APPENDIX 


IV 


B. MEMORANDUM REGISTER. 


I. 


Register of B. Memorandum relating to poramboke lands and assessed or unassessed 
waste lands which have either been reserved or classed as valuable under Board's, Standing 


Order No. 15-22. 


When eviction is ordered. 


ae *JHOUUINS Poy 


pue Wool plocer oy} UL ydieoex Jo syeq 


‘MONSIAS Joye 
WoOddI S.1O}edSUT SNUSADI Jo JdIadel Jo neq 


‘so1j0Y pUe LaNpUPIOWOW] “gq YIM 


JowedsUt = snUosAcy 0} SdUdJEjoI Jo seq 


"AUB JI Sd0UdTOJo1 

JoyIn] 0} soyder pue olep pure Joquinu 
SIq} YUM IJIOWO [eUolsiAIq, onUoaoy 

wol] wNpurIOWs, “gq Jo Ilsoe1 jo aed 


‘AUB Ji Soousiajor 
JIUWIN PUB TINO [BUOISIAIC] enUoasy 0} 
gy wnpuviowou ‘g jo Yorssruqns Jo syed 


*SIOOJO SBRI[IA 0} SIOPIO JO onsst Jo aed 
"(Awe qt ‘s1ooqyo Jato 


0} op soUerojor 0} Ader) Ioodsuy 
anusaey ay} wloly wWodar jo jdtoder Jo seq 


"AUB J ‘7, WOIN9ES JapUN sd1}OU U3 
0} osuodse: UL suOTIIIEd jo Jdiede1 Jo a}ec, 


*/, WONDAS d1JOU OY} Jo SdIAJas Jo seq, 


‘MUIN(OO SIy} Ul palajus 
oq Avw ‘Aue jl “I90yJO ayo 0} OUSIOjY 
JOPOASU] ONUSADY dj} 0} DOUIajol JO sed 


‘JOQUINU WOISIAIp-qng puv Joqumu AdAINS 


‘SeI[IA Oy) JO OWEN 


“201O 
yNe], Ul 3is0es Jo sep pue JaquINU [eTIOg 


(10) (44) 


7 8) @Q 


(3) (4) () (6) 


(2) 


(i) 


20th Apr. 


5th Apr. 
1934 1934 


25-2(1) 


25th Apr. 
1934, 


Do. 


(2) 


17th Apr. 
1934. 


Do. 


(3) 


21st Apr. 


Do. 


(4) 


1934. 


al number given by the 


nst each encroachment must be entered 


ide the specimen entire noted in the form. 


i 


re than ones eucroachment on the same filed and 
Memorandum the ser 


B. 


‘3 

o 
Bo g 
FEG 
Org 
aos 
os & 
og 
an & 
i 

= 
net 
“~ 
cHEG 
g&s 
wow & 
fos 
4 Bh 
628 
Aa 
oS 


pleted 


of the encroachment is com 


. 


10n 


o 


(2) Further reference, if any, after evict 
and the replies received thereto should be entered in columns (9) and (10), . 
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IV 
I. 
When eviction is ordered. 


APPENDIX 
 B. MEMORANDUM REGISTER. ~ 


Register of B. Memorandum relating to poramboke lands and assessed or unassessed 
waste lands which have either been reserved or classed as valuable under Board's. Standing 


Order No, 15-22. 


me se *JAIUIOS Po} 
MOUS JO WSyO} UI sjelyas ‘sradooy-plocel 
PUe WOO] plOSdeI SY} UI WdI800r jo aed 


‘WOTOIAD JOE 
nodal s,ioyadsuy snusAdl Jo }d19007 Jo o7eq 


‘901104 pUe WINpULIOWSY] “g YIM 
Joy~edsUy = sNUoAdy 0} sdUeTAjOI Jo aed 


are “AUB jE SOOUSIOJOI 
OYUN] 0} soydor pue siep pUe sequNuU 

SIq} YUM JOWO [VuolsiAlq, snUssoy 
Woy WhpueIouN “gq Jo dI8d0I Jo aeq © 


“AUP JI “soomarIojor 
JoyVIN} pUe IOOYJO [BUOISIART snusAcy 0} 
Wy Wnptsiowsu ‘g jo Votssiuqns jo seq 


‘SI9OLJO SFET[IA 0} SIOPIO Jo onssi Jo seq 
"(Are JI ‘s190NJo J9q30 
0} Opel soudisjor 0} Ajdor) Jojodsuy 
ONUSADY SY} WoOIj Wodor Jo idiso001 Jo seq 


‘Aue ji ‘7, Worjdes JapuN so1jOU oup 
©} ssUodsel Ul suOTIEd Jo ydie001 Jo a1eq 


"L WOI}DIS 9d1jOU ‘Oy} JO SdIAIEs JO 91eC, 
‘UUIN{OD Siy} UI pajojus 
oq Ava ‘Aue jl “Is0WJo: Jayio 0} soley 
JOPSOASTY WMNUSADY 9} 0} DOUSIAjol JO ae, 
| *Joquinu UOISIAIP-qng pus Joquinu ASAING 
‘aSETIIA, 94) JO OWE NT 


ue "20LO 
ynyel, Ul 3discar jo oJep pue Joqumu [ersag 


and 
given by the 


1O)e. 


be entered 


t is 
£ 


and. 


0) AY 


Mm ©) (9) 


(6) 


(5) 


20th Apr 
1934 
25th Apr. 
1934, 
17th Apr. 
1934. 
21st Apr. 
1934. 


@ 
ide the specimen entire noted in the form. 


(3) - 
in column (2)—vi 


Sth Apr. 
1934 


Do. 

Do. 

Do. 
506-1—9A 


(2) 
e karnam in the memorandum against each encroachment must 


(2) Further reference, if any, after eviction of the encroachmen 


Nortrs.—-(1) When there are more than ones eucroachment on the same filed 
and ‘the replies received thereto should be entered in columns (9) 


all of them are booked in the same B. Memorandum the serial number 


a) 
25-2(1) 
@) 
2) 
@) 
villag 
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i. 


Register of B. Memorandum for assessed and unasessed waste lands which are not 
reserved or are valuable according to Boards. Standing Order No. 15-22 


Serial Dateof. Name Survey Date of Date of 
number. receipt of number issued receipt. Remarks. 
in village. and orders to in the 
Taluk sub- village. ~ record 
Office. division officrs. room 
mumber. with 
record- 
keeper’s 
initials 
in Remarks 
token of 
t acknow- 
ledgement 
(1) (2) (3) (4) (5) (6) (7) 
ian 


G.O, No. 819, Public (Services), d ated 22nd May 1935.] 
(B.P. No. 65, Press, dated Ist June 1935). 


Vv 


Register 0; Income Certificates. 


Name of Father's Village. Purpose Authority Incomeas Date of 
applicant. name. for which recommen- mentioned issue of 
the income ing the by the the 


certificate issues ofthe authority.  certifi- 
is desired. certificate 


cate. 
with 
relevant 
extracts. 
(1) (2) (3) (4) (5) (6) (7) 


(G.O. Ms. No. 2007, Public (Service-C) dated 27th June 1957.) 
(BP. Mis. No. 870, dated 8th July 1957). 


C. Stationary Sub-Magistrate’s Office, Dated. 
D. Deputy Tahsilaars. Offices. | 
1. The Deputy Tahsildars should perform the functions assigned to the Collector 


and the Saristadar in the District Office Manual and will be responsible for the super- 
vision of all branches or work. ae 
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numbers 1 to 5, second clerk numbers 6 to 12 and soon. The enclosures should be 
entered in column (2). All the papers relating to a clerk in column (1) should be 
bracketted to.gether and intialled by him in column (3), in token of acknowledgement. 
Any stray numbers relating to the paper of a clerk should also be intialled by him. 
Below the last number given to the day’s tappal, the Deputy Tahsildar should invariably 
affix his initials with date. The haed clerk or the accountant as the case may be will 
maintain the distribution register. During the absence of the Deputy Tahsildar 
on tour, the papers will be distributed by the head-clerk or the accountant as_ the 
Pee may pee he will affix his initials with date below the last number given to the 
ays, tappal. 


In respect of periodicals and papers to be entered in special registers such as taluk 
register Nos, 4, 5, 6 and 8-A, the number of the periodicals or the serial number of the 
case in the special register as the case may be should be entered in column (4) of the 
distribution register and the entries in the register should be ringed off. In the case 
of Government orders and Boards’ Proceedings on which no specification i.e. necessary, 
and similar papers for which record files are kept, the number of this ‘record files’ 
in which they should be filed should be got approved by competent authority and 
noted in column (4) of the distribution register; the papers should then be handed 
over to the record-keeper under his acknowledgment in column (5) of the register 
and the entries in the register should be ringed off. 


Distribution Register. 


Enclosures (here Disposal—Nature Record-keepers 
enter the total Number of and date, . acknowledge- 
Serial number of the clerk (N.B. Ring off ment with date 
number. original records, and his ~— replies to pending — (despatch seal 
plans, title, initials. currents and note —in the case of 
deeds, etc.). their numbers). disposal). 
(1) I2) (3) (4) (5) 


When subject clerks acknowledge the receipt of papers in the distribution register 
they will note in column (4) of the distribution register the number of old cases to 
which any of the papers received by them on the previous day or only replies and ring 
them off. In respect of periodicals and papers to be entered in special registers such 
as taluk register Nos. 4, 5.6 and 8-A the number of the periodical or the serial number 
of the case in the special register as the case may be, should be entered in column (4) 
of the distribution register and the entries in the register should be ringed off. In. 
the case of G. Os. and B.Ps. on which no specific action is necessary and similar, paper 
for which ‘record files’ are Kept the number of the ‘records files’ in which they should 
be filed should be got approved by the competent authority and noted in column (4) 
of the distribution register; the papers should then be handed over to the record- 
keeper under his acknowledgement in column (5) of the register and the entries ‘in 
the register should be ringed off. Column (4) will be left blank against all new cases 
till they are disposed off. The deapatcher should after fair copies are despatched 
hand over the files to the clerk or the accountant who maintains the distribution 
register and who will note all the disposals in column (4) of the register before trans- 
ferring the file to the Record-keeper. The latter will acknowledge their receipt in 
column (5) and will also see that all the files have been duly entered in column (4). 


When papers are finally disposed of the subject clerk should hand over: the files 
to the Head clerk or the Accountant who maintains the distribution register and 
obtain his initials in the last column of the personal. register... 
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(4) Personal register and periodical register. Bach Clerk will maintain a personal 
register and a periodical register, the instructions in paragraphs 20 (2), 70 and 71 
of the District Office Manual being followed. New cases should be registered under 
fresh seial numbers while old cases should be noted against the serial numbers of 
the papers to which they refer in columns (9) and (10) of the persona] register, 
In order to facilirate the tracing of old cases in the personal register, the current 
number given to each old case in the distribution register should be noted serial 
order in column (2) below the last entry of new cases for the day together with 
current number of the paper against which the old case in entered as order above. 
This illustrated below : 


This is illistrated bellow :-— 


Serial 
number. Current number. Date of receipt by clerk. Title, etc, 
qd) (2) (3) (4) 
335 4847 .. 30th July 1927... -- Panchayats—Chirroor, etc, 
ARSE S584 es me 
336 =: 4880 + Ist August 1927... .... Budget-Control of 


expenditure, etc. 


(c) Special register of important references from the Divisional Officer Collector, 
Board and Government.—-This should be maintained in Form XvI in Appendix B. 
This register should be maintained by the haed clerk and submitted to the Deputy 
Tahsildar daily for his perusal, if he is at headquarters. 


(d) A despaich by post and local delivery book should be maintained in C.F 
61 (revised). All communications to be sent by post or to be delivered by hand should 
be entered in this register. Columns (5)'and (6), however, need not be filled up in 
respect of these communications. The attender should maintain it. 


Note.—Numbers in the distribution register relating to the Previous calendar year 
and which remain unringed off as on the Ist April of the current year, wili be 
entered on the pages at the commencement of the volumes of the new year. For this 
purpose. a few pages of distribution register will be left blank at the commencement 
of the calendar year. After the pending numers of the previous year have thus been 
carried over to the new register the old volumes should be sent to the Records and 
the acknowledgement of the Record Keeper obtained on the first Page of the new 
register. 


(e) Call book.—One call book will be maintained for the office by the Head 
clerk or the Accountant as the case may be. Ordinary calls will be noted in the per- 
sonal registers and’not in the call book but papers which have to lie over for a conside- 
rable period and those which relate to the return of records which or not entered in 
the special register prescribed in paragraph 6 of Boards’ Standing Order No. 174 and 
the return of which have to be carefully watched should be entered in the call book 
Please see also the instructions in pargagraphs 68 and 69 of the District Office Manual 
which should be followed mutatis mutandis. 


(f) (¢),(A) and (i).—The stamp account security register, copy application regi 
and record issue register should be maintained in the manner laid down in pareEson 
25 (6), 25 (9), 25 (10) and 25 (11) of the District Office Manual. The head clerk or 
the accountant as the case may be will daily total the value of stamp affixed to letters 
and will compare it with the entries in the stamp account. 


(f) The existing registér shduld be maintained as at present, 
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(k) B. Memorandum register.—-This register will be maintained in two different 
forms as shown in Annexure IV, viz, (i) for poramboke lands and assessed or un- 
‘assessed waste lands which have either been reserved or classed as valuable under 
Board’s Standing Order No. 15-22 and (ii) for assessed and umn-assessed waste land s 
which are not reserved or not valuable according to Board’s Standing Order No. 


The register is not to be written up by villages. The B. Memorandum must be 
entered in the register serially for the whole taluk in the order of their receipt. An 
alphabetical index of the villages on the lines of taluk registers 4, 5 and 6 should be 
put up in the first pages of the register the serial numbers of the B. Memos. being 
noted against the concerned villages in the index.) 


“@), (m), (1) and (0)—The existing register should te maintained as at present. 


(p) Taluk Register No. 1\0-A.—Water-rate register—This register will be main- 
tained in accordance with the instructions in the Manual of Taluk Accounts. 


(q) Register of Income Certificates.—This register will be maintained as in the 
Taluk Offices in the form given in Annexure V. 


5, Indexing. —This should be done after a paper is given a “R” or “D” disposed 
and not when it is received in the tappal. In preparing in index slip. the instruction 
given in paragraphs 108, 109 and 115 to 127 of the District Offiee Manual should 
be carefully followed. 


The titles even in the case of correspondance in the language of the district must 
be in English and written in the same form as if the correspondence were in English. 
The Deputy Tahsildar.and the head clerk or the accountant as the case may be should 
see that the title is properly written. ; 


6. Filling The system of “filing” detailed in paragraphs 84 to 86 of the District 
Office Manual should be adopted. The system is complicated and before introducing 
if the Deputy Tahsildar should take care to compile a list of files which will suit his 
office. Appendix D of the District Office Manual and should satisfy himself that the 
head clerk or the accountant as the case may be and the other clerks of his office 
Lae Sears the instructions given in paragraphs 84 to 86 of the District Office 

anual. ; 


a Fair-coping.—The clerks should tham selves fair copy their drafts. No fair 
copy register feed be maintained. The’ Deputy Tahsildar will watch the delays in the 
preparation of fair copies and take suitable action against the clerk responsible. 


4 


8. Arrear-lists—-They should be written up in both Forms ViJ and X prescribed 
in Appendix ‘“B” of the District Office Manual and the instructions in paragraph 132 
of the Manual should be followed. : 


(G.O. Ms. No. 542, Public Gervice), dated 26th March 1938). 
- (BP. No. 33, Press, dated 4th 1938), 
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DisTRUCTION OF RECORDs. 


1. The registers mentioned ia Chapter V will: be daxtroyed after the periods pres- 
cribed herein :— 


Distribution register _... oe ie «» After 5 years, 
Personal registers aoe ee i aus Do. 
New case register és ie sue - Do. 


[G.O. Ms. No. 2499, Public (ies dated 4th October 1951: 
B.P. No. 38, Press, dated 22nd October 1941.] 


Fair copy register ssi om aes ... After 3 years. 

Despatch by post and Local delivery book Do. . 

Stamp account ... see ase wr abi Do. 

Periodical register we wes ia es Do. 

Call book ae ; ‘ Do. 

Security register eae set as -. After 10 years provided all the 
. have eee Say exenea te 

Copy application register es we ... After 10 years. 

Records issue register... si «+ wee After 3 years. 

Government suits register acs 4 «» After 10 years. 

Paper suits register ae eau ; Ses Do. 


[G.O. Me Re. 387, Public (Services), dated 8th May 1933 ; 
P. No. 37, Press, dated 1st June 1933.] 


2. The following records will be destroyed after the netic noted agune each :— 
Register showing hour, etc., of handing over’ and 
taking back the sealed mae: souane the 
key of the record room ... 1 year. 


Arrear list maintained in Forms VII and X 
given in Appendix... a ww. 3 years, 


Running note-files to the persanal and periodical Do. 
register and ether special registers ... 


[G.0. Ms. No. 827, Public (Services), dated 14th May 1938; 
B.P. No. 177, Gated 28th September 1938.] 
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Kél. 


PREPARE, MAJNTIAN AND SCRUTINIZE PERSONAL FILES. . 


Authority who should submit 


confidential reports periodically if Custodian officer Officers by wham 
different from custodian officer, i.e. officer by personal files 
———_A———_—_—-_—.. _ whom personal should be Remarks. 
Immediate Intermediate files should be scrutinized. 
reporting officer. reporting officer. maintained. 
(4) (5) (6) (7) (8) 
Board of Revenue 
‘(Duplicates 
kept by the 
secretary to 
Government, 
Revenue 
Department) 
Collector of the Board of Do. is 
immediate Revenue. 
superior, ¢.g. 
the Inspector of 
Municipal 
Councils and a 
Local Boards. 
Board of 
Revenue. 
re eee Do. 
ks 2 Deputy Director Board of on 


of Survey and Revenue. 
Land Records. 


‘ian ore Do. Do. 
Revenue Divisional re Collector Bd 
Officer. 
Do. ety 
Do. se 
Tahsildars ... Revenue Do. 
Divisional 


Officer. 
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APPENDIX 
STATEMENT SHOWING TRE AUTHORITIES WHO SHOULD’ 


Class of officer whose personal 
files are to be maintained. 





Dc tte Designation. 
Class of Office which as 
service. working. | ° 
@) (2) | (3) 


6. The Tamil Nadu Survey Central Survey Office ... Manager (Technical). 
and Land Records 


Sub-service. 

Do. Do. Head Draftsman. 

Do. Do. Head Computer. = a 

Do. | Do. Senior Compuice Drafts- 
man, 

Do. Do. Head Typographer 

Do. ‘ Do. Typographer Grade I. 

Do. "Do. Typographer, Grade 0. 

Do. Do. Junior Computor Drafts- 
man, Grade I and Grade 

Do. . Do. Mechanic. 

Do. | Do. Assistant Mechanic. 

Do. , Do. Assistant Manager. 

Do. | Do. Technical Assistant. 


Do. ~ Do. Reproduction Assistant. 


Do. Do. _ Reproductions Personnel. 
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K-I—cont. 
PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILES—cont. 
Aathority who should submit 


confidential reports periodically, if Custodian officer Officers by whom 
different from the custodian officer. i.e. officer by personal files 


te Ae ee, © whom personal should be Remark . 
Immediate Intermediate files should be scrutinized. 
reporting officer. reporting officer. maintained. 
(4) (5) (6) ) (18) 
Assistant Director, = Ass . Deputy Director 
Central Survey of Survey and 
Office, Madras-5. _ Land Records. 
Do. edi Do. ie 
Do. | ce Do. 
Do Do. 
Do be Assistant 
Direcror of 
Survey and 
Land Records 
Madras-5. 
Do Do. . 
Do. Do 
Do. Do ss ei 
= 
Do. Do a 
Do. Do i ee 
Do Do. zi 
Photographic and a Do. a 
Printing Expert. , 
Do. ove Do. eee 
Do. — ae Do. 


Do. ees Do. 
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APPENDIX 


STAT#MENT SHOWING THE AUFHORITIES WHO SHOULD 


Class of officers whose personal 
files are to be maintained. 








ey oe =~ 
Class of Office in which 
service. working. 
Q) (2) 
The Tamil Nadu Survey 
and Land _ Records Records) Units. 
Sub-services. 
Do. Do. 
Do. Do. 
Do. 


Designation. 


(3) 


District (Survey and Land Inspector of Survey and 
Land Records—Incharge 


of maintenance, 


Taspector of Survey and 
Land Records and Head 
Surveyor on Mobile 
work. 


Divisional Head Surveyors. 


Town Surveyors. 


K-I—-cont, 
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PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILES—cont, 


Authority who should submit 
confidential reports periodically 


Custodian officer, Officers by whom 


if different from custodian officer. i €.,officerby personal files Remarks. 
or A whom personal Shotla be 
Immediate Intermediate files shoula scrutinized, 
reporting officer, reporting officer, be mainiained. 
(4) (5) (6) (7) (8) 


Assistant Director 
of Surveyand ~~ 
Land Records. 


InsPector of Survey Assistant 
and Land Records/ Yirector of 


Revenue Survey 
Divisional Officers. and Land 
Records, 
Divisional Head R.D.O. 
. Surveyor, 


Inspector of 
Survey and Land 
Records and 
Municipal — 
Commissioner. 


$06-1—10 


D.R.Os./Collts. Deputy Director Reports on 


of Survey and maintenance 

Land Records. andad hoc 
Survey staff 
will be in 
dupPlicate, 


Seoond eopies 
of the reports 
on Pield 
Surveyor and 
District 
Surveyors will 
kept for 
reference by 
the Taluk 
officer con- 
cerned and 
those on Head 
Surveyor by 
the Revenue 
Divisiona 
Officers and 
those on 
Inspector of 
Survey and 
Land Resords 
by the D.R.Os./ 
Collestors, 


Bo. oe ae 


Assistant es 
Director of 
Survey and 
Land Retordg, 
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APPENDIX 
STATEMENT SHOWING THE AUTHORITIES WHO SHOULD. 


Class of officers whose personal 
files are to bem aintained. 


—_——_——__ *»- ee | Designation. 
_ Class of Office in which sy 
’ service, working. 
(1) (2) : (3) 


Se Tamil Nadu Survey District (Survey and Land Panchayat Surveyors 
and Land Records Records) Units. aS 


Sub-servic<s, 
170. Do. Taluk Deputy Surveyors 
No, a Do, Special Deputy Surveyors 
Da. a Do. Maintenance Field Surveyor 
peo, Co. Special Field Surveyors 
Do. Do. Field Surveyors, Deputy 
Surveyors, Junior Come 
putor and Draftsman 
gest ce working in. Executives 
Do. Do, * For allother members .. 
Do. Office of the Deputy Senior Computor Drafts. 


Difector of Survey man, 
and Land Records. ; 
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K-j—con?. 
PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILEs—conf, 


Authority who should submit 
confidential reports periodically Custodian officer, Officers by 





if di ferent from eUstodian i.e. officer by whom persohal Remarks 
officer. whom personal files should 
A ——a—— files shouldbe scrutinised. 
Immediate Intermediate maintained, 
réporting officer. _ reporting officer 
4 (3) (6) (1) (8) 
Divisione] Head R.D.Os./D.R.Os Assistant ie e: 
Surveyors/ in this ease of Director of 
Inspectors of Panchayats Survey and 
Survey and Lend Survey having Land Reeords, 
Records. jurisdiction 
over more 
than one 
Revenue 
Division. 
Divisional Head Revenue Do, ie 
Surveyors/ Divisional 
Inspectors of Officers. 


Survey and Land 
Reeords and 


Tahsildars. 
Divisiona) Head Special Deputy Do. te 
Surveyors/ Collectors. 


Inspectors of 
Survey and Land 


Records and 
$pecial Tahsildars. 
Divisional Hezd Revenue Do, 
Surveyors/ Divisional 
Inspector S of Officers. 
Survey and Land 
Records and 
Tahsildars. 
Divisional Head Special Deputy Do, we 
Surveyor / Collectors, 


Inspectors of 
Survey and Land 
Resords and 
Scecial Tahsildars. 


Inspector of Survey Sa Do. as 
and Land 
Records. 

Assistant Director es Do. a 
of Survey and 
Land Records. 


Personal Assistant es Depyty wa i 
to the Deputy Director of 
Director of Survey Feary and ie 


and Land Records. 
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APPENDIX 
STATEMENT SHOWING THE AUTHORITIES WHO SHOULD 


Class of officers whose personal 
files are to be maintained . 


rn ee eS Designation. 
Class. Ff. Office in which a 
eruiée. : working. 
; cP as “CB 
7. The Tamil Nadu Mini- Treasury Deputy _ Collec=_ Huzur Treasurer, Huzur 
sterial Service. - - tor’s ‘Office. “ Head Accountant; Upper 


‘Division Clerkin Trea- 
“sury Derut Celeer: S 


;Branch. - 

Do. .. Collector’s Office .. fazur Second Clerk, Upper 
Division Clerks, Collec- 
tor’s Office. 

Do. an - Do. Lower Division - Clerks fit 


‘ofr promotion to *:the 
: Upper Division in “the 


‘Collector’ S Office... ie 
Do. .. Treasury Deputy Collec- Lower Division Clerks fit 
tor’s Office... for promotion 10 the 


a “Lipper Division in Trea» 
ae: Deputy Collector’ s 


Do, .. Other Revenue Offices in Lower Division Clerks: fit 
the oe for promotion to “the 
Upper Division including 
"Revenue Inspectors. in 
Jother Offices: ° 
Os as Go, Other Lower” “Division 
Clerks, © 
Do. .. Office of. the Deputy Superintendents.. 
Director of Survey and ee ae 
Land Records, 
Des.  * -Re pa. ~ wv Assistants, “Fapitor “Aseiss 
iants,. Sieh Typiat aod 


Typists: 


APPENDIX 443 


K- j~—cont. 
PREPARE, MAINTAIN AND SCRUTINIZE PERSCNAL FILES—cont, 


Authority who should submit , 
confiden;ial reports periodtcutty~-Casrodiunw Officer” Off iters bY Wronl Remarks, 





If different from Custodian * #8, Officer: by whom personal fiiéss? 
Officer. personal files should should be*" =" 
o —————-_ be maintained, Sctutinised 
Immediate intcrmediate 
réportidg. reporting 
Officer. Officer. 
(4) () © (2 ii 
Treasury Deputy ‘ae Collector’. ote 
Collectors. 
es is Collector or is oe 
Treasury 
Deputy Collector 
for the Collector. 
oe ee _ Do, - os ox 
Heads of Officer Revenue Do, ig 42 
Divisional 
Officer. 
si ‘ Heads of Offices, Collector in* oe 
In Collector’s respect of . 
Office, Collector Revenue 
sorforhim=.. Divisional - 
Personal. : >. Offices and 
Assistant. or: Treasury 
Treasury Deputy Collectors 
-Depyty.Collector, Offices and. - 
~ Treasury -” Revenue : 
Deputy Divisional 
Collector for Officer in 
the staff under _ respect of other 
2 him. Offices. 
Personal Assistant aa Deputy Director tye eo 
to the Deputy of Survey and 
Director of Survey ; Land Records, 
vand Land Records. ea: ee shies nougte 4 


Do. me Ys, 
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APPENDIX 
STATEMENT SHOWING THE AUTHORITI€S WHO SHOULD 
Class of Officers whose personal files or to be ie 
maintained. 


oe Designation. . . 
Class of Office in which 
Service. working. 
(i) (2) (3) 
Famil Nadu Ministerial Central Survey Office, Superintendents ee 
Service. Madras-5. : 
Do e Do ee Assistants oe 
Do. Do. Junior Assistant, Typists. 
Do. .. District (Survey and Superintendents .. “ 
Land Records) Unit. : 
Do. ee Do. .. Assistants 
Do. “és Do. .. Junior Assistants .. és 
Do. we Do. -. Typists es os 
Do. Survey and Land Records, Assistants, Junior Assis- 
Ranges and Survey Par- tants. 
tes. 
Do. .. Board of Revenue .. Superintendents, and 


Typist Assistants, Junior 
Assistants to Upper 


Division. 
Do. 2 4 ‘Do. .. Other Junior Assistants... ~ 


Vo, .. Revenue Divisional Office Head Clerk and Assistants 
B ee Revenue. Divisiona 


' APPENDIX 


_ K-l—cont, 
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_PREPARB, MAINTAIN AND SCRUTINIZE PERSONAL FILES—covtt, 


Authority who should submit 
confidential reports periodically 


if different from Custodian 4 ... 
Officer. 
cor 
Immediate: Intermediate 
reporting reporting 
Officer. Officer. 
(4) (5) 
Assistant Director ek 
_ - of Survey, C.S.0., © 
' -Madras-5. | 
Do. 
Do. eo 
Assistant Director ax 
_ofSurveyandLand = 
” Records. 
‘De. note 7 , s¢ 
Do. ede 
Do. ee 


Revenue Divisional | ap Jee 


e * 


Custodian Officer. Officers by whem... -- 


i.e., Officer by personal files 
whom personal should be Remarks. 
files should be scrutinised. 
maintaincd. 
(6) (7) (8) 
Deputy Director of .. -- 2 Se 
Survey and Land ME at ga 
Records. 
Assistant Director oe - os 
- of Survey, 
Central Survey 
Office, Madras-5. 
Do. oe ae 
Deputy Director a3 oe 
‘of Survey and : 
-- Land Records. 
~~ Assistant Directoi ‘ ‘e ee a 
of Survey and P+ gm an 
Land Records. 
Do. ss ee 
Do. ee @« 
Do me a 
of Revenue, 
Assistant Secre-" Secretaiy é 
tary. 
Collector = 
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“APpENDIX 


_ STATEMENT SHOWING THE AUTHORITIES WHO. SHOULD 


Class of Offi icers whore reo files are to be 


"Gis oF 
Service: 


Q) 


7. The Tamil Nadu Minis- 


teria] Service. 


Do. sept 


Do. ae 


Do. 


Office. In which 
_wark 


(2) 
Taluk Office és 


Office of the Superinten- 
, dent of- Stationery and 
: Stamps: 


Do. ey 


Office of. the paymaeter 


_Catiiatic Stipends, 


8. The Tamil Nadu General. Board of Revenue .. 


Subordinate Service. 


Da. ” . fe 


Do. 


‘ Collector's Office 


Treasury Deputy Collec- 
tor’s Office. 


Taluk Office or Deputy 
- Fahsildar’s ‘Office or 
Stationery . Sub-Magis- 
trate’s Office. : 


Agency Division (Special 
Assistant Agent’ s Office.) 


» Designation. 


(3) 
Taluk Head Accountant- 
Assistants including 


Revenue Inspectors in 
taluks. 


Manager, Store-keepers 
and Head Accountant 
and Assistants. 


Lower Junior Assistant 
fit for promotion to 
Assistants. 


Other Junior Assistants, 
Manager = kk oe 


Record Clerks, and Ser 
geants. | 


Clerk Draftsman ie 


Record Clerks and Shroffs 
Collector’s Office, 
Treasury Branch. 


Record Clerks and Shroffs 
and salarised stamp- 
vendors in taluk or sub- 
Taluk. 


Amins* (in Agency Divi- 
sions.) : 





een mit ene 


The personal records i in the office 


tye 


APPEND oe 


K-l—~cont. 


PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILES—cont, 


Authority who should submit 
confidential reports periodically Custodian Officer, Officers by Remarks, 
of different from Custodian i.e., Officer by whom personal 
Officer. whom personal _ file should be 
— file should be scrutinised. 
Immediate Intermediate maintained, 
Reporting Reporting 
Offtcer. Officer} 
4 (5) (6) (7) (8) 
- Fahsildars Revenue Superintendent of we ee 
Divisional Stationery and 
Officer. Shop. 
Se Superintendent of se es 
Stationery and 
Shops. 
“ e Assistant Superintendents .. 
Superintendent 
- i . for Superintendent. 
i oe Assistant Do. ex 
Superintendent. 
oe es Pay master Do. a 
a 2 First Assistant, Assistant ed 
Board of Secretary. 
Revenue. 
Collector or for ey 
him Personal 
Assistant or 
Treasury Deputy 
Collector. 
we. a ale Treasury Deputy “a Ke 
Collector, 
Head of the Office ee Head of the Office Collector hs 
es a Revenue Do, 
Divisional 
Officer (Special 
Assistant 


Agent.) 
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- 


STATEMENT SHOWING THE AUTHORITIES WHO: SHOULD 


‘Class of Officers whose Personaj file are to be 


maintained. 
eo TN Designation. 
Class of Service. Office in which working, co 
(1) (2) (3) 
Head of the Office, .. Collector’s Office es Record Clerks in Collec- 
tor’s Office. * 
Do. .. Taluk Office, Madras... Kamams in the Madras 
ity. 
Do. .. Central Survey Office .. Record Clerks. * .. we 
Do. .- Office of the Deputy Direc- Record Clerks .. ee 
tor of Survey and Land 
Records. 
Do. .- Central Survey{[Office .. Do. me 


(G.O. Ms. No. 2722, Public (Services), 
(B.P. Perm. No. 1119 (T), dated 


0 we 


* The personal records in the Office 





APPENDIX 155 
K-1—cont, 
PREFACE, MAINTAIN AND SCRUTINISE PERSONAL FILE—cont. 


Authority who should submit 
Custodian Officer, Officers by 


confidential reports periodically Remarks . 
of different from Custodian  i.e., officer by whom personal 
Officer. whom personal __ files should be 
——_——_————__fijes should be scrutinised. 
Immediate Intermediate maintained. 
Reporting Reporting 
Officer. Officer. 
(4) (5) © 7) (8) 
ae es Treasury Deputy ey 
a of or 
persona 
Assistant to the 
Collector as the 
case may be, 
; es Tahsildar .. Collector re 
Personal Assistant Deputy Director aie 7 
to the Deputy Survey and 
Director of Survey land Records. 
and Land Records. 
Assistant Director of Assistant Director as 
Survey Central, of Survey and 
Survey Office, Land Records, 
Madras-S. Central Survey 
Office, Madras-5. 


dated 3rd September 1971.) 
16th October 1971.) 


marked will be kept in book form 
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APPENDIX KIL. 


ForMs oF PpxioDIcALs REPORTS ON THE WORK, ‘CONDUCT AND Cunnacten « OF THE 


MEMBERS OF THE SUBORDINATE SERVICES. 


Form I 


Other than the Tamil Nadu Minlsteréal Service, Tamil Nadu ‘Secrerariate Service: and 


Techtical Employees, 
Name. 
Report for the year ending. 
Post held. 
Pay.. 
Total period including the period i in the year for which the officer reported or has 


worked under the officer reporting. 


debts 


Where employed and work engaged upon. 

Personality and manner. 

Health—Physical capacity and means of getting bout 
General culture and intelligence—A bility to express himself, 


Conduct and character. 


Tact and tesiper Relations with fellow officials and the public. 

Initiative. 

Tndustry—Quality of work. 

Performance in the collection of loan arrears, land revenue and panchayat taxes . 
Judgement. 

Powers of control, supervision and organisation. 

Professional knowledge or departmental experience. 


Indebtedness (if indebted, the extent of personal responsibility for incurring the 
-) 


Punishments, censures or special commendations, in the period under report. 
Date of communication to the Officer of any adverse remarks since last report. 


Fitness for promotion or confirmation. 


APPENDIX. 1” 


General Remarks. | 
Remarks of immediate supetior or reporting officers: 
Signature + 
Station: Name in block lettets 
Date: Designation of officer, 


" Remarks of the head of the office or department. 
If he disagrees with any entry, he should record his own views. 


Station : ‘Signature, 
: Name in block letters, 
oo : Designation of officer. 


- \. Nore.—The entry of adverse remarks regarding: personal character, conduct 
or ir honesty should be supported. by the reasons for taking the view recorded and 
-if possible, by reference to specific facts. An estimate that an officer is unfit, for 
“particular rank should include the reasons for the establishments and if possible 
astatement of facts in support of the estimate, should not be founded on Egeneral 
impressions only. 


Ferm 7, 
rami Nadu Ministerlal Service and Tamlj Nadu Secretariat Service. 


Report for the year cndtog. 

Postheld = = 

Pay 

Personality and bearing. 

Physical capacity. 

Titelligence and initiative ; 

Performance i in the collection of loan arrears, land revenue and Panchayat taxes, 

Ability to draft and note. — 

Capacity for control. 

Promptiess. 

Conduct and character. 

"tbe, sated) (how far the individual is responsible for incurring the debts should 
§ = . 

hments, cengures or. r special commendation in the” “period “under ‘report. 

Date. of communication to the office of any adverse remarks since last report, 


Fitness for promotion. - 





mee 8! 


General. remarks. | 
Station : _ Signature, : , 
Date: Name in block letters : -- 


a Designation of oie: eae? 
(True extract.) - teas Re 
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PART I. 
Preliminary Note. 


While Part I deals with the office procedure followed in revenue 
offices, this Part (Part II) contains instruction on other points relating . 
to those office. These instructions were contained in Chapter XV of 
Boards’ Standing Orders (except Standing Orders 173, 174 and 175). 
From the point of view of convenience, these portions of Board’s 
Standing Orders (i.e., Standing Orders 155 to 172 and 176 to 180 and the 
appendices) have been deleted from Chapter XV of Board’s Standing 
Orders and have been embodied in after suitable revision and 


re-edition. oO 


XVII. Introduction. 


154-A. Hours of attendance—{1) The hours of attendance may 
be altered by Collectors or by divisional officers subject to Collector 
yet during the hot whether the changes being duly notified in the 
district gazettes. A list of recognized holidays will be found in Appendix 


2 
» 


(2) Office Order Book.—All general instructions issued by the 
head of every office from time to time for the guidance of numbers 
of his office establishment, whether in regard to the office routine or in 
regard to personal official conduct, should be embodied in an office 
order book. The Chief Ministerial head of the office should be 
held responsible for seeing that every member of the office establish- 
ment, whether temporary, acting or permanent, acquaints himself 
at the earliest practicable date with contents of the books. = | 


The office order issued from time to time should be reviewed 
once in six months obsolute orders eliminated and orders of current 
interest alone retained. The Office Order Book should be maintained 
in loose leaf form so as to facilitate the elimination of obsolute office 
orders. Amendments to office orders should be carried out in the 
Office Order Book then and there. The Office Order issuing the amend- 
ment itself need not be placed in the Office Order Book, but the authority 
for the amendment should be noted in the concerned Office Order 
Book against the amendment carried out. The Office Order Book 
should be maintained separately for each section and should be in the 
custody of the Section Head Concerned. 


APPENDIX 159 
XVHI. Revenue Establishment. 


155. The Collector’s Office—(1) Establishment.—The establishment 
of the Collector consists of the following sections or departments :-— 


(1) Correspondence department. 

(2) Account department. 

(3) Treasury and Stamp department. 
(4) Land records establishment. 

(5) Miscellaneous office servants. 


There is a separate Court or wards department in the districts 
of Tiruchirappalli and Malabar where there are estates under manage- 
-ment. . 


(2) Officers-in-charge-—The Correspondence department is 
placed under the Huzur Sarishtadar who is chief ministerial officer 
in the collectorate. The Account, Treasury and Stamp departments 
including the Special Funds, Loans and Birth and Death Registration 
establishments are ‘in the charge of the Treasury Deputy Collector. 
The District Forest Office is under the control of the District Forest 
Officer who is the Collector’s assistant in forest matters. For parti- 
culars regarding menial servants, see paragraph 8, infra. 


(3) The Account Department—The Account Department consists 
of two sections:—(a) the Account and (6) the Special Fund Audit. 


There are general by from 22 to 31 accountants in the Account 
section, including those who attend to loans accounts and birth 
and death registration with salaries ranging from Rs. 45 to 175. The 
highest ministerial officer in this section is the Huzur Head Accountant 
on Rs, 150—5—-175. He is under the immediate orders of the Treasury 
Deputy Collector and is responsible for the correctness and punctual 
submission of all periodical statements and acocunts, except 
those which are prepared inthe Correspondence department. He is 
also responsible for the proper working of the rules laid down in 
the Madras Financial Code. Madras Treasury Code, Madras Account 
Code, the Civil Account Code and the Government Securities Manual 
for the maintenance ofthe prescribed registers including those relating 
to the correspondence of his section and for the prompt disposal 
of currents in his section. 


The Special Fund Audit Section consists of 2 to 3 special fund 
audit clerks on a salary of Rs. 45—3—60—2—90. The duties 
of these clerks will be found described in the Special Funds Code 
The annual inspection of the Special Funds accounts will be entrusted 
to oe of the senior accountants in the Treasury branch of the Collector’s. 
Office. 
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(4) The Treasury and Stamp Department——This section consists 
of a Huzur Treasurer on a salary of from Rs. 90 to Rs. 150 and 1 to 5 
shroffs on salaries varying from Rs.24 to 70 permensem, _ 


(5) The Huzur Treasurer and his assistants—The Huzur Treasurer 
should be in charge of the cash and should also be .the custodian of the 
stamps and postage labels taken out of the store under double locks. 
He should supply the stamps and postage labels on indents passed 
by the Treasury Deputy Collector, but must not sell them on his own 
account to the public. He should keep the accounts. relating to 
stamps and postage lebels and should be responsible for their correct- 
ness. He is ordinarily assisted in his work by two or three accountants, 
in preparing the ledger showing all cash receipts and disbursements 
in writing up the accounts connected with postage lables and stamps 
and in furnishing the Account department with the information required 
for the preparation of the general returns to be submitted to the 
Superintendent of Stamps. e aa a 


(6) Shroff's—The shroffs-should attend to the receipt and_ issue 
of coins, postage labels and stamps, and one of ‘them should keep 
the detailed statement of coins received and issued, and prepare a rough 
statement of the entries to be made in the ledger referred to in para- 


graph 5. 


(7) Establishment for the maintenance of revenue record and 
registration. See Chain Survey Manual. bet es 


Nore :—The stationery supplied to each District should remain in.the custody of the 
Hazur Treasurer, who should keep a general store account in the form 
provided in the Stationery Rules sanctioned by Government. . 


(8) Miscellaneous office servants.—Under the head of ‘ Miscellaneous 
office servants are included muchis, daffadars, peons, masalchis of 
lamp-lighters and swecpers. The daffadar should attend on the Collector 
Theie are generally three muchis. They should prepare covers, attend 
to the issue of the district gazette and to the rough binding work ot the 
office All other binding sent to the Government Press at Madras, or to 
local jails or inthe last resort entrusted to private agencies. Professional 


< 1 


book-binders shall not be employed in the office. No muchi or other 


menial in the office shall be employed exclusively on book-binding. 


(i) The numbzi of Last Grade Government Servants that may be 
employed for offices is on Last Grade Government Servant for offices 
with a strength ot 10 non-gazetted office:s (excluding attenders) or Jess 
and one additional Last Grade Government Servant tor every 10 addi- 
tional non-gazetted officers. The appointment o1 additional Last. Grade 
Government Servant should be regulated in such a way as to ensure that 
no Last Grade Govetnment Servant has at any time to serve more than 
15 non-gazetted officers. 
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(ti) Duffadass and drivers, Last Grade Government Servants also. 

shall be included in the number or Last Grade Government Sexvagie: 
pet missible according to the Scale prescribed in rule I. 


(iii) District Cclectors may have five Last Grade Government 
Servants on personal attendance and for thei1 residence. 


(G.O. Ms. No, 2807, Revenue, dated 23rd November 1948.) 
[B.P. Ms. No. 80, dated 25th January 1949,] 


(iv) District Revenue Officer may have two Last Grade Govers. 
ment Servants on personal attendance and tor their residence. 


(G.O. Ms. Mo. 2784, Revenue, dated 2nd July 1960.) 
(G.O. Ms. Mo. 5059, Revenue, dated 25th November 1961.) 
[B.P. Ms. Mo. 415 (c),dated 30th March 1961.) — | 
[B.P. Ms. No. 1843 (c), dated Sth December 1961.) sete 


~~ 


(v) District Collectors offices may have additional Last Grade 
Government Servants chiefly to workin the Record Room. 


(vi) One Last Grade Government Servant is allowed for each 
sub-jail as Warder. This will pot be counted against the sanctioned 
scale. 


(vii) One‘ additional Last Grade Govei nment Servantis allowed in 
each taluk office tor every firka within the Tahsildar’s direct jurisdiction 
(excluding firkas under the jurisdiction of Dependent Deputy Tahsildars, 

and in each Deputy Tahsildar’s office in-charge of an eriependent 
Deputy Tahsildar for every fitka in his jurisdiction. 


(G.O. Ms. No. 814, Revenue, dated 28th March 1949.) 


(viii) Assistant Public Piosecutiors are allowed one Last Grade 
Government Servant each, I wil not be counted against the sanctioned 
scale of Last Grade Government Set vant for Collector’s office 


(G.O. Ms. No, 2807, Revenue, dated 23rd November 1948.) 
[B.P. Ms. No. 80, dated 25th January 1949.] 


(ix) All touring Gazetted Officers in the mofussil, their than 
Collectors may have one Last Grade Government Servant each, 


(G.O. Ms. ‘No, 3497, Revenne, dated 15th September 1962.) 
{B.P. Ms, No. 2038 (c), dated 3rd November 1962.] 


(x) All Gazetted Officers (non-touring) and ali touring non-pazetted 
officers now having Last Grade Government Servant can have one Last- 
Grade Government Servant each. Huzur Satishtadas, Huzui Head” 
Cleiks, Headquarters Deputy Tahsildar or Assistant Tahsildars will not 
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be eligible tor a Last Giade Government Servant and probatione1y 
Deputy Collectors will have Deputy Tahsildars ot As.istant Tahsildais 
who have outdoor work to do should be treated as non-gazetted touring 
officers and allowed one Last Grade Government Servant each. 


(G.O. Ms. No, 814, Revenue, dated 8th March i949.) 


(xi) The prescribed scale shall in no case be exceeded without the 
specific sanction of the Government 
(G.O. Ms. No. 2807, Revenue, dated 23rd November 1948.) 
(B.P. Ms, No. 80, dated 25th January 1949.) 
Indian Administrative Smal] Production. 
(Indian Administrative Service productions and 


(xii) The concessions granied to Collectors, Revenue Divisional 
Officeis and other Gazetted Officers of the Revenue Department in respect 
of the employment of driver Last Grade Government Servant shall be 
subject to the following conditions -— 


(1) The engagement of the Last Grade Government Servant for 
driving the car of the officer should be recognized as a private engagement 
between the Officer and the Last Grade Government Servant with refe- 
rence to the Government Seivants Conduct Rules. 


(2) The driving work should not be part of the regular duties 
as a Last Grade Government Servant. 


(G.O. Press No. 11, Revenue, dated 2nd January 1956.) 


The Last Grade Government Servants in officers will be deputed to 
wait on the several officers to convey cheir messages, to give them the 
papers they require and to carry dufters and othe: papers from one 
place to another in the office. They wili also be required to take care of 
papers in the office and tie up bundles and dufters and arrange them in 
proper orders. 


(9) Guarding of Collector’s and District Revenue Officer’s Offices at 
night.—The office building should be guarded every night by at least two 
of the office servants sleeping on the premises. 


Nore.—For the rules relating to precautions to be taken against the occurrence 
of fire and the measure to be adopted on its outbreaks—See Appendix ‘C’. 


(10) Custody of valuable in Collector’s office.—Money and valuables 
received in the Collector’s office in the course of official business should be 
en e1ed in the security register. The Huzur Sarishtacar should have the 
security register writien up 10 his presence and initia] is as required in 
paragraph 8 of the District Office Manua]. Money should at once be 
remitted to or deposited in the treasury as the case may be, Valuable 
worth Rs, 50 or more shall be placed in a strong box and deposited 
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in the treasury by the Huzur Saristadaro1 the Huzur Head Clerk who 
should havethe keyo: the boxwithhim the Treasury Deputy Collector 
accepting responsibil.ly only for the sale custcdy of the box. Valuables 
worthless than Rs.50 may be kept in the office sale evher in the 
Coliector’s own rocm or in’charge of the Huzur Sarishtadai or the Huzur 

Head Cjeik, Neithe the office chest, noi the bex deposited in ihe 
Huzui Treasury shall be cpencd or remcved or ihe valuables withdrawn 
from them except onthe authoriiy of cr by the Huzur Satishtadar o7 
the Huzu: Head Clerk who shell be held personally responsible for the 
propet disposal of money and the valuabies. The Security Regisier 
should be in the custody of the Huzur Sarishiadar. The Collectoi or 
the Tieasu:y Deputy Cojlecior should scrutinize the register at least once 
inevery month and wetch the disposal of the money and the valuables and 

nature ot and the authority fo1 which should be noted in the remarks 


column. 


Note.—For the rules relating to precaution to be tak n against the occurrence 
of fire and the measure to be adopted on its outbreak,—See Appendix «C*, 


156. Divisional Offices.—(1) Indian Admitistrative Service division, 
The offices of the Indian Adminisitative Service Divisional Officers are 
generally aliowed an establishment consisting of six cletks besides a 
much, a head peon, five peons and a masalchi. The pay of the Head 
Clerk is Rs. 115—5— 140, that of the second clerk Rs. 80-3-95-5-110 
and the rest Rs. 45—3—60-—2—90. The officet-in-charge of the division 
can distribute the work as he thinks best. The Head C.etk shourd have 
general contiol over: the office and all revenue papers should ordinary 
pass through him. He should attend to the disposal of all importan: 
papers which are specially referred to him and should: assist the officer-in 
charge of the division in making the annual seitlement. Ii is his duty 
to see that the registers are properly kept, that the sysicm or office proce- 
dure is rightly understood and werked and that the pericdicai returns 
are correctly prepared and punciually despatched, . 


(2) Deputy Collector’s division—-A Deputy Collector’s office 
is allowed an establishment containing of fcur clerks besides peons an 
othe: mevials. In heavy charges an additional clerkon Rs 45360. 
other menials cn heavy charges an additional cerkon Rs 453 60_. 
2—90 is allowed. The pay of the Head Clerk is Rs 1!5—5—140 that of 
the second clerk Rs. 80-—-3—95—5/10 and the restRs 45360299 
The Head Clerk has general conirol over the office and has duties and 
responsibilities similar to those of the Head Clerk referred toi n patagraph 


1 supra, 
(3) Guarding of divisional offices at night and custody of valuables... 


i) Guarding of offices~—For the proper guarding cf his office by night 
v) Divisional Officer should direct the office peons and menials to. ce 
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“on the premises by turns, At least two men should be on duty each night 
If this is not feasible the money and the valuables,should be deposited in 
any public treasury in the same station. 


Norz.—For the rules relating to precaution to be taken against the occurence 
fo fire and the measure to be adopted on its outbreak—See Appendix C. 


(iil) Custody of valuables.—It is the duty of a Divisional Officer to 
see that all reasonable precautions are taken for the safe custody of money 
and valuables received by him in the course of official business 
whether in his revenue or magisterial capacity, Valuables should, as a 
rule, be kept in the treasury and other property should be secured in a 
strong wooden box under lock and seal in any one of the office rooms. If 
necessary, however, the Divisional Officer will be a supplied with a safe 
or an iron-bound box fitted with Chubb’s lock, for the custody of the keys 
of which he will be held personally responsible. When proceeding on 
tour, he should, if practicable, transfer the valuables and money in his 
custody to a public treasury and where such acourse is not feasible 
should take particular care that the necessary precautionary measures are 
adopted to ensure their safety during his absence from’ headquarters, 
He must exercise his discretion as to the best method of safeguarding 
property received during the course of a tour. 


(ili) Property received in criminal cases.—A register of property 
received in criminal cases should be maintained in the form prescribed 
in the Criminal Rules of Practice. The entries in the register should be 
checked periodically by the Subdivisional Magistrate with reference to 
the actual property under custody so as to prevent losses through mis- 
appropriation. During their inspection of Sub-divisional Magistrates 
Offices, Collectors should, in their capacity as District Magistrates, satisfy 
themselves that the register has been properly maintained and that the 
properties entered therein have been duly accounted for. 


137, Taluk Offices.—(1) Establishment—Each Tahsildar is allowed 
an establishment consisting of a Headquarters Deputy Tahsildar, from 
eleven to thirteen clerks, a masalchi, Last Grade Government Servants in 
the scale prescribed in paragraph 155 (8) and three to seven clerks deputed 
for duty as Revenue Inspectors. 


(2) The Tahsildar.—The Tahsildar should exercise general super- 
vision over the whole taluk establishment and see that all orders received 
from the Collector are replied to properly and without unnecessary delay. 
It is especially incumbent upon him to make a thoro: gh inspection of 
the routine work of his office, as in the absence of effective supervision 
on his part or on that to the Headquarters Deputy Tahsildar, there 
is longer of the whole office falling into a state of inefficiency, — 
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(3) The Headquarters Deputy Tahsildar—Next to the Taasildar, the 
Chief Revenue Officer in the taluk is the Headquarters Deputy Tahsildar, 
He is responsible for the correct preparation and punctual submission of 
all periodical returns which have to be submitted to the Collector including 
accounts and returns to be submitted by the sub-treasury to tre Huzur 
Treasury and must see that the several abstracts and registers are properly 
maintained, the necessary entires being made from time to time with 
reference to the village accounts. It is also his duty to see that the village 
returns are received in time, to keep the Karnams’ attendance book, to 
select papers to be indexed, and to exercise a general supervision under 
the Tahsildar over the rest of the taluk establishment. He should parti- 
cularly see that each clerk keeps the registers allotted to him neatly and 
methodically and should inspect them from time to time. In the absence 
of the Tahsildar on circuit, he is incharge of the office and should open the 
tappal. He will then be responsible for the efficient discharge of the 
current work of the office including the sub-treasury, and will sign fair 
copies of drafts passed by the Tahsildar. He may also send simple but 
urgent routine replies to higher offices and issue urgent orders to village 
officers on his own authority, but the office copy of every such reply o1 
order should be forwarded to the Tahsildar’s camp for counter-intials 
immediately after the fair copy has been despactched. He may also 
approve sub-treasury correspondence, but replies to important communi- 
cations received by the sub-treasury should be seen by the Tahsildar 
before issue. 

Note.—A list of case on which the powers referred to in the concluding 
portion of this order are delegated to the Headquartcr Deputy Tahsildar or 
Taluk Head Accountant should be drawn up by the Tahsildar and sumitted by 
the previous approval of the Divisional Officer. 


(4) Taluk Head Accountant—{i) The Taluk Head Accountant 
is in immediate charge of the taluk treasury and conducts — the 
treasury transactions. He should not be burdened with Renveue 
work. When the Tahsildar is on tour, the Taluk Head Accounte 
ant is the Sub-Treasury Officer. But the appointment of the 
Taluk Head Accountant does not relieve the Tahsildar in any way 
of the responsibiligy for the proper and efficient working of the Sub 
Treasury. See also the relevant provisions in the Treasury Code. 


(ii) Custody of valuables in the taluk offices—The Tajuk Head 
Accountant is the custodian of the valuables received in the Tajuk Office 
and the instructions in paragraph 155 (10) apply mutatis mutandis in 
respect of their custody. 


(5) Head Clerk.—The senior upper division clerk in the taiuX office 
is the Head Cl-rR and he superivises the work of some cjerks for which’ 
an allowance of RS. 5 or RS. 10 is paid to him according as he supervises 
the work of 2-5 cl*rRs or more than five cjerks respectively. He is 
aiso primarily responsible for the examination of the village aecounts 
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as well as for the correct preparation of the taluR accounts and his work 
in these respects should be carefully inspected and reviewed during 
jamabandi by the officer settling the taluk. 


(6) Deputy Tahsildars establishment.—Each Deputy Tahisldar is 
ordinarily allowed an es:ablishment consisting of three clerks and Last 
Grade Government Servants in the scale prescribed in paragraph 155 
(8). The distribution of work among the ckrk is left to the discretion 
of the D-puty Tahsildar. During the absence of the Deputy Tahsildar 
from headquariers, officia) correspondence addresscd to him should 
not be op:ned by the Head Clerk except in cases specially sanctioned by 
the Collector but shculd be sent to the Deputy Tahsildar’s camp. 


(G.O. Ms. No. 745, Public (Service A), - dated 8th April 1975.) 
(C.S. No, 8, daed 31st March 1986.) 


(7) Guarding of taluk offices at night and custody of valuable 
properity.—(t) Guarding of taluk offices-—In places whire the police — 
guard in charge of ¢he ‘aluk treasury canno «© xercise complete survellance 
over the taluk office, the p:rsons and mential servants on the  eStabli- 
Shment should b> direct'd 10 sleep on the premises by turns for the 
purpose of guarding the buildings at night. 

Nore.—For the rules relating to precuation to be taken against the occurrence 
of fire and the measures to be adopted on its outbreak see Appendix C. 


(ii) CuStody 07 cash-chests of sub-magistrates.—The cash-chests of 
sub-magistrates other than those at the district or taluk headquarters 
Should ordinarily be lodg:d in the nearest sub-yail. being despotited 
within a ward in full view of ‘he seny. A regiser Should be main- 
tained Showing the time of rec*ip: and delivery of the property sent for 
safe custody, cach entry being attesied by ths police officer on duty and 
the revenue officer in charge ofthe properiy. In places where there is no 
sub-jail within easy reach of the magistrates office, the safe should be 
sunk in the floor and a menial servant should be left in charge at night 
and required ‘o sleep on the ‘op of the safe. When on tour, sub-magis- 
trates must use their discretionasio the best method of safe guarding 
valuable property which comes in‘o their official custcdy, and cannct 
at once be deposited in the cash-chest or a treasury. 


(ail) Property received in criminal cases by Deputy TahSildat.— Sub- 
Magistrates.—The instruc‘ions in paragraphs 3 (4) and (ii7) of pargarph 
156 regarding the cus‘ody and verification cf valuable properiy reccived 
by divisional officers in thtir revenue or magis‘eria]l capacity should 
also be observed by Deputy Tahsildar-Sub-Magis‘raics in so far as their 
offices are concerned. Revenue Divisicnal Officers should, in their 
capacity as sub-divisional magistrates, check the property registers 
during their inspections and safify themselves that the registers have 
been properly maintained and that the properties have been duly 
accounted for. | 
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(8) Revenue Inspectors—Revenue Inspectors should be placed in 
charge of separate ranges, and should not. without necessity be called 
into or detained at the taluk headquarters. Care should be taken to 
sce that Tahsildars do not delegate to thir Revenue Inspectors the 
conduct of all kinds of misc: aneous inquriries which should properly 
be made by themsSe¢lves. 


XIX. Correspondence, 


158. (1) Official Communications—Some general directions * as 
iegards the drafting of official communications will be found in Chapter 
IX. The following subsidiary instructions should also be carefully 
roted, 


SECTION J--.FoRM 


Size of paper —All communicaticns of an official nature. should 
ordinarily be written on paper 6} inches or 13 inches in lengih as the 
case may be and 8inches im width. In special cases paper of a 
different milth may be used but ever then the width should be either 
44 inches or some muliple thereof. In case should the above 
prescribed length be departed from. 


Nore.—(1) The rules as to size of paper, place of docket, and method of filling 
papers for disposals, are superseded by the rules in appendix M in the case or all offices 
where the flat-file system is in force and of communications addressed to suchofficera 
by others subordinate to them. 

(2) Short and unimportant communications should be written on blank cards 
of the prescribed size intsead of on service post cards; if the despatching clerk has 
other communications to send to the addressee on the same day. He should enclose 
the unstamped card in the cover containing such communications provided no addi- 
tional postage is thereby incurred; otherwise he should stamp the card with five 
naye paise lable and post it separately. Such cards should invariably be used for 
intimating that any periodical return or returns are blank. A list of returns for which 
the cards will as a rule, suffice, will be found in Appendix N which also contains a 
form to be adopted by Collectors in reporting that particular returns are blank. 


(3) Reminders may be drafted on paper semewhat smaller than the prescribed 
size, 


(4) The use of post cards for any class of communication to Government is 
prohibited. 


(S) The rules regarding the four, arrangement and contracts of communication 
to Government will be found in Appendix O. 


(2) Name and designation of officer, number and date of communica- 
iion.—The name as well as the official designation of an officer should 
DS set out at the head of every letter, memorandum or proceedings issued 
by him or from his office on his responsiblity, irtespective of any signature 
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which may be given by preparaticn at the end and irrespective of the - 
authority or person to whom it may be sent. Every communications 
should be numbered in the order of its despatch and sholud bear the 

“date on which the draft was approved. The name of the town, village 
or other station, from which the communication is written, should be 
given in addition to the date. Dates in official commnuications should 
generally be for the calendar year; but if it necessary to give the date 
according to the fasli(Revenue) or other special year, the corresponding 
calendar year should aslo be entered between brackets, together with the 
day and month of the English calendar, if necessary. 


Nore,—-Special care should be taken to see that proper name occuring in deeds 
er other documents of title are correctly and uniformily spelt. 


(3) Prnctuation and puragraphing.—Every letter should be carefully 
punctuated and the paragraphs should be numbered. | 


(4) pransliteration—(i) Indian names.—In 2, official publications 

and Correspondence, Indian (Hindu and Mussalman) names should 
. follow the spejjing given in Appendix P.; 

Nors.—Dates other than in the Christian are occuring in judgements reports 


or other documents should invariably be accombined by the corresponding dates of 
the christian era. © | 


(ii) Arabic proper names.—The authorised mode} of transliteration 
of Arabi proper names is given in Appendix Q. This system should 
“bz followed only in the case of Arabic names. : 


”“--” Norge.—Arabic proper names which appear in the authorised list of Mubammadans, 
_ should be spolt in the manner indicated in the letter list. 


(iii) Names of places.—The Government of India have decided 
that the Imperial Gazetter should be accepted as the primary authority 
'. or the spelling of a places found in it and that in the cases of names 
f which do not appear in the Gazetted the local authorities should be the 
- fina]: authority in deciding ajl questions relating to the spelling. A 
revised alphabetica’ list of the villages inthe Tamil Nadu State following 
_the spelling inthe Imperial Gazetter has been issued under the orders of 
-Government by the Works Manager, Government Press. The spelling 
adopted therein should be adhered to in all official correspondence. 


(5) Indian names cf persons.—The village name, as well as the 
- individual name, ot every Indian, whether a Government servant of 
not, who may be referred to in official correspondence, shouid be 
given in full to facilitate identification. 


; (6) Vernacular reyente terms—Vernacular or oriental revenue 
..terms should not be used in reports and other official correspondence 
 exeept when they have no exact English anequivalents, or when their 
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precise meaning can be conveyed in English only by a lenghtly para- 
phrase. But whenever it is possible to use an English word which 
expresses, with suffiicent accuracy for the immediate purpose, the 
meaning to be conveyed, the English word should be adopted in pre- 
ference to the vernacular expression. 


. Nores.—(1) The res are instances of vernacular terms which are admissible 


in official correspondence, sanctioned by well-understood usage :— 


Anicut. ‘  Tnam. Ryot. | 
Patta. _ Patta. Sepoy. 
Dharkhast. Pandit. Tapal. 


(2) When vernacular terms signifying Indian weights and measures are used 
in official correspondence, the English equivalents for the equivalents according 
to English standards, as the case may be should be given. 


(7) Authenticution.— Official documents should be signed ina uniform | 
and legible manner and public officers should adopt aninteligible signa- 
ture. Communications with illeg/ble signatures may be 1eturned to — 
the sender for resubmission in proper form. 


Nores.—(1) Collectars may authorise an assistant or deputy to sign for them 
all ordinary correspondence, but the Collector should himself sign all important 
letters or orders whent ver practicable and orders or letters relating to be conduct 
of a gazetted officer should invariably be so signed. When a subordinate signs for a 
superior officer, be should invairably compare the fair copy with the original and 
satisfy himself that the original has been duly passed by such superior officer. It 
should also be an invariable rule to insert at the head of the letter the name as well 
_ designation, of the superior officer even though the latter be on casual leave at the 

time. This rule applies not only to letters despatched from one office to another but 
also to proceedings communicated to individuals for instance, quasi-judicial pro- 
ceedings and orders on the orders and letters not seen by the Collector, but passed by a 
subordinate “for” him in accordance with his general or special instructions, and no 
device for indicating to recipients where the Collector has personally seen any com- 
munication issuing in his name is permissible ; all such communications should be 
signed by or “for” the Collector and not as true “copies”. When an officer is acting 
_or in charge of an office, he should so describe himself at the commencement of his 
letters and proceedings. . 


(2) When it is necessary to add a date to initials or to signature, the year as 
well as the date and month should be shown. - This rule applies -to all grade of official 
and also to cases in which the date without initial is required, such as dates of receipt, 
despatch, circulation, return from circulation, etc. 


(3) Beneath every signature in the vernacular, the writer's name should be 
re-written in English when the correspondence 1s transmitted to the Board or any 
higher authority. 


(4) The Head Clerk of Divisinal Office may sign fair copies of letters and orders 
for Divisional Officers. When the Revenue Divisional Officers is in Headquarters, 
the Head Clerk may sign fair copies of ordinary letters and orders; but the Revenue 
Divisional Officer should himself sign all important letters or orders whenever 


practicable. 


en. SY The Headquarters Deputy Tahsildar may sign fair copies of letters and orders 
for the Tahsildar. The Head Clerk of the Deputy Tabsildar’s Office may sign fair 
copies of letters and orders for the Deputy Tahsildar when he is on four. | 
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(8) (i) Numbering.—Enclosutes and statements, whether sent with 
letters or merely under wrapper, should be numberea The numbers 
given to enclosures should be inserted at the head of the first page which 
Should also show the number of the letter or other communication which 
the enclosures are intended tc accompany. The headings of statements 
should be written in fullto prevent mistakes. Full translations should 
always accompany vernacular documents submitied to the Board or 
Government. 


(ii) Covering letter unnecessary. Covering letters to enclosures 
ate a waste of time and stationery, when the object is merely to advise 
the despatch of the papers. All the necessary infotmation should. be 
given on the enclsoutes themselves. 


(9) Mode of desputch.—(i) Chronologicul urrangement of papers. 
The covering Ietter and the enclsoures or appended statements, if any, 
should all be filed chionologically and, as a rule, in a single file, 
Enclosures which bear a date prior to that of the letier should come first 
in the filks; then the letter itselt: then any .tatements (such as 
appendices) prepared at the time as the letter. The file thus arranged 
willread asa bookfrom left to right, and will be in chronological} 
order, 


(ii) When a file is voluminous._-When a file is voluminous, it 
can be broken up info two or more smaller ones. Enclosures such as 
maps, sketches and plans, which will not readily lie in book form, or 
are liable tc be damaged by folding, should be detached from the file 
and sent separately in tin tubes or cases. 


Nore.— Wax cloth.—As postage stamps do not adhere properly to wax cloth, it 
Should be used, when necessary, only as an inner covering of articles transmitted by 
post, the outer covering being of paper. 


(iii) Folding of papers and use as covers.—Papers shoul : ordinarily 
be folded twice breadthwise and should be enclosed in cover measuring 
9 3/8 by 41/8 inches. Large covers should only be used when the papers 
to be enclosed cannot without damage be folded in the above manner. 
The covers should be carefully cat open (not turn) in the receiving office 
The covers to which economy labels are attached should not be cut upon 
but only the economy slips should be removed. As far as possible, all 
covers should be re-used. Ifthe covers tecieved ate of bigger size not 
required for immediate use of the office they should be converted into 
other covers of smaller size by the muchi of the office. : 


Norr.—Officers receiving or opening tappal should bring any misuse of large 
covers to the notice of the offices from which the coversw:re despatched. 


(iv) Accounts and returns,—Accounts and other periodical returns 
sent to the Board’s Office, as well as explanations connected therewith‘ 
should be despatched in separate covers bearing the word ‘Account? 
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printed in large type of written with red ink on the left hand top correr 
Correspondence regarding account matters should not be sent with 
' papers relating to other subjecis, 


Note.—Bills transfer receipts, orders for money etc., should be stitched with 
the letters to which they from enclosures. > 


(v) Addressing official covers—Cov<r containing official corr 
Pondance, not of a confi :ntial nature, should be address: d to the office 
for whome they are int. nded by h.s official d signation only,and without 
the addi.ion of his name. Intruciions as to the mode of d«spatch of 
¢nfiden ial pap:rs are given in sub-paragraph (3) of paagraph 162. 


NoTE.-—Collectors should use their discretion in regard to subjects which ere 
‘to be treated as confidential. 


(vi) Urgent communications to Government or Board.—All urgent 
co nmnunications addressed to Government or the Board should be. 
_ marked Urgent’ in red ink on th? cov-r,whether the communications 
are original reports or are replies to urgent calls, 


SECTION H—OFFICIAL ETIQUETTE. 


(10) Channel oy comm nication—(i) Nature of communication 
Save as provided in these ord rs no Government servant may address 
direcily any supiror authority in writing oth:r thanthe one to which he is 
immediately subordinate in any inatier rela‘ing 1o his official duties or 
affecting him personally as a Government s rvan‘. Provided that in 
em:rgency any offlccr whose jurisdiction exends over anarea not less 
than a sub-division of a dis‘rict, may correspond directly with 
any such sup*rior authority ina matter relating to his official duty ; but 
he shall simul an: ously forward a copy of the communication together 
with the reasons for s:nding it dircet to the au-hori’y to which he is 
immediately subordinate. 


(ii) What communications to pass through Collector.—The Collector 
b:ing r2cognised head of the districts adminis:ration, all correspon- 
dence between his divisional officers and officers in other dis ricts should 
asa rule, pass through him. 


(ili) (@) Communications of Collectors to the Board and Governm 
ent.—The correspondence of Colleciors with the Board and Govern, 
ment will be classified as follows :— 


I. Subjects on which Collectors should address the Board and not 
the Government.—(i) All subjects which concern land or .land revenue, 
including matters which affected irrigation and irriga-ion works. 
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(ii) Buildings required for or under the control of the 
Revenue Department, 


(iii) All matiers connected with officers and the establishment 
employed inthe Re ve nue De partme nt or with any office under the control 
of ie R-venue De partment except those falling under classes I] and II 
below , 


(iv) Forest Panchayats, 
(v) Weights and measures, 


(vi) Draft notifications under section 4 (1) of the Land Acquisi- 
tion Act in cases of urgency in which it is proposed to dispense with the 
enquiry under section 5-A of the Act. 


(vii) Report8 under section 5-A of the Land Acquisition Act 
in cases where objection has been raised to the acquisition by whatever 
department of the Government the lands are re quired, 


II, Subjects on which Collectors should address the Governinent 
through the Board,—(i) Ferries, Fisheries and Excise. 


(ii) Correspondence under ‘ Agriculture and Veterinary ” 
and o‘her subjects which affect directly or indirectly the land revenue 
administration or and revenue staff, e.g., Collectionof local fund taxes 
by the village officcrs, vital statistics, 


(iii) Conduct of and other matters affecting officers and 
establishment of the Revenue Department employed exclusively on work 
other than land revenue adminis‘ration, e.g., magisterial work or work in 
the Labour Department. 


(iv) Military lands, 


III. Sxbiects on which Collectors should address the Government 
_airect.—(a)(i)‘ Agriculture and Veterinary subjects except correspondence 
mentioned n class II above, and except correspondence relating to 
excise matters which should be addressed ta the Government through the 
Commissioner of Excise, 


(ii) Applications for investing Sub-Magistrates and Taluk 
Sarishtadazs with second-class powers. 


(iii) Plans and estimates for building proposed according 
to the approved design, 
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(iv) Applications for leave from IAS. Officers -sub- 
ordinate to the Collector in cases where the Board Is not compete nt to 
sanction the leave. : 


(v) Draft notifications under section 4 (1) of the Land 
Acquisition Act in cases where the acquisition is not for the Revenue 
Department and the Board has not to provide funds for the acquisition. 
Draft declarations under section 6 (i) in such cases may be submitted 
directto Government if no objection has beenraisedto the acquiSition, 
if objection has been raised, the draft declaration should pass through the 
Board, 


 Nore.—For the procedure in submitting draft notification under section 4 (1) 
of the Act See paragraph 7 (1) of standing Order No. 90 (B.S. Os, 
Volume ITI) 


(vi) Correspondence relating to requisitions falling within 
the purview of the Madras Railway Protection Act, 1886. 


(vii) Proposals for the establishment of village courts under 
section 6 and the constitution and discstablishme nt of panchayat court 
section 9 of the Madras Village Courts Act, 1988. 


(viii) Draft notifications under section 17 (6) cf the Madras 
Surveyand Boundaries Act VIII of 1923 for publicationinthe Gazettes. 


(b) Direct communication with Collectors——The Coll* ctor may 
bya distinct order permit any class of subordinate to address him 
directlty on such official matters ashe may prescribe, 


IV. Direct communication with Railway Administration Military 
authorities and officers og Centra) Department.—Ncither Collctcrs nor 
any of their subordinate officers should enter into diree core spondence 
with the military authorities or any of the officers of the Central 
Departments or Railway Administration on the subject of land or any 
general question except to the extent specified below :— 


(1) There is no objection to the continuance of the direct 
correspondence in the cases contemplated in Board’s Order Nos, 15.35 
(x), 21-1 (88), 21-10 (ii) and 26-12. 


(2) When the Cantonment Authorities consult Collectors in 
accordance with the Cantonment Land Administration Rules, 1937, 
Collectors may reply direct to them. 


(3) Collectors may correspond direct with the Méilitary 
Authorities in regard to suits relating to military lands. 
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7 (4) Collectors may enter into direct correspondence with the 
Military Estates Officer in respect of the following matters , under rules” 
complementary to the Cantonment Administration Rules, 1937 :— 


_(@ Information as to the approximate cost and land proposed 
to be acquired and as to whether there are likely to be any difficulties 
political or otherwise in acquiring the lands ; : 


(b) sending of a schedule under the Land Acquisition Act in 
the form in use in this State of the land required ; 


(c) carrying out of the acquisition by private negotiation or 
under the Land Acqu:sition Act; 


(d) convening of a Committee for the verificattion of the 
plan and description of the land acquired ; and 


(e) carrying out of the details of the transaction if any. | 
military land is sold to the public. | 


(5) Collectors may enter into direct _correspondence.— 
(i) With Railway officials about and registered as Railway lands and 
buildings thereon or about the acquisition of lands for Railways under 
the provisions of section 127 of the Government of India Act, and 


(ii) with the officers of the Central Government about— 


(a) Military and other lands registered _as the property of 
Government of India or specifically admitted by the Provincial Govern- 
ment be the property of the Government of India ; 


(b) buildings standing on such military lands ; and 


(c) any building in Statement A or C Gi) (a) or (8) in the 
list of Central Civil lands and buildings in-charge of the Public Works 
Department of the State Government andof State lands and 
buildings and buildings used for Central purposes, forwarded to the 
Government of India in State Government’s Letter No. 118, Public Works, 
dated the 19th January 1937. If, however, Collectors are addressed by 
Railway officials of officers of the Central Departments claiming lands 
not registered or admitted as indicated above, or claiming buildings 
standing on lands not so registered or admitted or ifa dispute arises 
about the ownership of such lands, of buildings, or if questions of 
principle and not merely of fact arise, they should report the cases to the 
Government through the Board of Revenue for order. 


V. Direct Communications with officials, etc., out of India 
forbidden.—\t is irregular for Government officials to address communi- 
cations direct to provide companies, investors or manufacturers officials 
in the United Kingdom or elsewhere out of India. All references to such 
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Officials should be made through the channel of the Board of Revenue 
the State Government and the Government of India. 


Nori.—This order does not supply to Correspondence with the Agencies of 
-he Iadia Stores Department London and India Supply M.-chine 
Washington, nor to Communications on, matters of minor importance 
between officers in Indian Union. 


VI. Indent of stationery—Indents for stationery should be 
addressed to the Controller of Stationery and Printing, Madras, direct 
and not to the Board. 


(11) Styles of address—(:) Vernacular correspondence.—This is 
in vogue with petty officers of the Excise Department and Village Officers. 
The mode of address to be adopted in this case is given in Appendix R. 


(ii) Correspondence with Board of Government and between 
Collectors and officers of other departments.—Collectors in addressing 
Government, the Board, and officers of whatever rank or department in 
this State when addressing Collectors should, in place of the existing 
letter form, adopt the simplest, briefest and most direct style, shorm of 
ali conventional compliments, of such needles complications as the use 
of the third person and the passive voice, instead of the first person and 
the active voice, and of such expression as ‘the undersigned’. A speci- 
men. of the letter form is given in Appendix R. 


NoTE,—Reports of Casual Leave tiken by Ccikctors should be sent dem 
officially to the Secretary to the Board, Land Revenue. 


(iii) Correspondence between revenue officers other than Collectors 
and officers of other departments including non-official presidents of local 
boards and municipal chairman.—Correspindence between these officers 
may be by letter or in the form of endorsement, but the endorsement form 
should be used in preference to the letter form whenever possible. Procee- 
dings or similar mandatory forms implying a subordination should not be 
used when the officer issuing the endorsement is not the official superior 
of the person to whom it is addressed. The instructions in clause (ii) 
supra should be followed when the letter form is used. 


(iv) Correspondence between revenue and forest officers.—For 
modes of address to be adopted in correspondence between revenue and 
forest officers, see sections 75 to 77 of the Madras Forest Department and 
Account Code, Volume I. 


(v) Certain departmental officers to be allowed to sit in Court.— 
Head constables, Sub-Inspectors of Salt and Excise Department and 
Foresters of the Forest Department should like pleaders, be allowed a seat 
oo conducting cases in court and be addressed in the honourific 
plural. 


176 DISTRICT OFFICE MANUAL 


" (vi) Titles—The designations of ‘Proprietor’ and ‘Mirasdar ’ 
should not be officially applied to owners of land as a distinctive mark of 
title.. 


SECTION II-—ARRANGEMENTS OF MATTERS AND STYLE. 


(12) Unity—Collectors should not apply in the same letter for 
orders on two or more distinct subjects, nor should they raise general 
questions in periodical reports or make such reports on occasion for 
' soliciting orders on individual cases. 


(13) Completeness.—Letter to be self-contained. Letters should 
as a rule, be complete in themselves and independent of their enclosures, 
and should comprise all the information required in order to arrive at a 
decision. Any references to subordinate or other officers in the Revenue 
Department that may be found to be necessary should be made by 
Collectors themselves before submitting papers for the orders of the Board. 


(14) Brevity Correspondence . should be condensed as much 
as possible and repetition and unnecessary details should be avoided. 
A clear and plain style should be used without verbiage or unnecessary 
ornament. oo 


(15) Propriety of language-—The language used in official 
correspondence should be temperate and decorous, and where the non- 
official public is concerned special care should be taken to make it dignified 
and courteous. There is no objection to the use of the endorsement 
form in ordinary cases, but the letter form should be used in cases in 
which the address is a person of position and the subject dealt with is 
not routine. Honorifics should always be used in the address of all 
persons. Collections should enforce these rules in their own offices 
as well as in those subordinate to them. Papers in which these rules 
are transgressed should be returned to the sender for correction. 


(16) References to previous correspondence.—Such _ previous 
correspondence as has taken place on the same subject should be quoted 
by number and date, when Board’s proceedings have been communi- 
cated: to district officers, such proceedings and not the letters covered 
by them, should be referred to. In doing so the department of the Board 
from which the proceedings issued should always be mentioned in addi- 
tion to the number and date. When a Government Order is embodied 
in a proceedings of the Board, both should be quoted, and not merely 
the Board’s Proceedings. In quoting Government Orders, the depart- 
ment of the Secretariat from which they issued should always be mentio- 
ned in full, To secure uniformity, the form below should invariably 
be followed in quoting a Government Order or a Board’s Proceedings. 


(G.O. No. 33, Public, dated Sth May 1893, and B.P. No. 283, Land 
| - Revenue, dated 25th June 1896.) 
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159. Postal and Telegraph charges—(1) Letters, petitions, etc., bearing 
insufficient postage.—Letters, petitions, etc., addressed to public officers 
and bearing insufficient postage, need not on that account be refused. 
Collectors, Divisional Officers, Tahsildars and Deputy Tahsildars are 
authorized to pay the extra postage in such cases and to debit it to Govern- 
ment, provided they are satisfied that there was no intention on the 
part of the sender of the letters or petitions to evade payment of the 
postage properly due. 


(2) Replies to communications from private individuals to be des- 
patched service paid.—Letters sent by Government officers in their official 
capacity in reply to communications of any kind received from private 
individuals or associations should be despatched ‘ service paid ’. 


Nore.—The expression ‘Letters’ in this paragraph includes such articles as 
copies of records. enclosures to petitions, renewed gun licences and the like when sent 
be post. 


(3) Stamping of parcels.—In the case of all official parcels on 
which the postage must be prepaid, service postage stamps should be 
affixed by the senders. 


Norz.—In the case of insured official parcels, the stamps in payment of the 
insurance fee should, like those in payment of the postage, be affixed by the senders 
to the parcels themSelves. 


(4) Private Communications from Government Officers —Communi- 
cations from Government officers regarding their leave, pay, transfer, 
leave allowances, fund subscriptions and analogous matters are private 
and not official and should not be sent at the public expense. 


(5) Postal registration—All important communications, which 
cannot be sent by the ordinary letter post, should be sent by registered 
letter and not by the parcel post. 


(6) Service telegrams.—{i) When sent and how.—Telegraphic 
messages on the public service should be confined to occasions of real 
emergency when a letter will not serve the purpose. They should thea 
be superscribed ‘ Service’ for the information of the Telegraph Depart 
ment. 

Novgs.—(1) A separate file of all service telegrams despatched should be 
maintained in the Collector’s Office, and the number, as well as the pay of the week 


and month on which the telegrams were despatched, should invariably be mentioned 
in them, . 


(2) Telegrams regarding leave or other private business should be paid 
for from the private funds of the Officer concerned, and not chayged to the State, - 
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. _. Gi) Classification~—State telegrams must be classed either ds 
‘Express’ or ‘ Ordinary’. As a general rule, State telegrams should ‘be 
sent. in the ‘ Ordinary’. class. Messages should be classed as ‘ Express, 


(a) in cases of great emergency, and 


_ (b) in cases when the despatching officer knows that the line 
is blocked and considers the message sufficiently important to take 
precedence or ordinary traffic. 


- (iii), Brevity—All State telegrams should be expressed clearly 
and at the same time in as few words as possible; and mere auxiliary 
or connecting words which can obviously be filled in by the receiver, 
should be omitted. | 


160. Tottenham system.—In all Revenue officers in this State the 
general system of office work is that which is described in Part I of this 
Manual. This has superseded the system which was known as the 
disposal. number. system. The modification of the Tottenham system 
prescribed for Divisional and Taluk offices are contained in Appendix 1. 
Instructions for the conduct of business in Revenue offices supplementary 
to those contained in Part I are given in the succeeding paragraphs. 


NoteE.—-The Tottenham system need not be adopted by Revenve Inspectors or 
Village Officers in regard to their records. 


| 161. Maintenance of Special Registers,—Prohibitive Order Book.— 
When any question of public or general interest is finally decided. in 
such a manner that a positive prohibitive order becomes necessary to 
bind the public or any section of the public in the future as well as in 
the present, the order should be entered in the prohibitive order book 
under the full signature of the Collector (with: complete reference to 
the papers, proceedings, or orders on which it is based) and published 
in the district gazette, Divisional Officers should, in all such cases arising 
in the taluks under their charge move the Collector to record the necessary 
order in this book, and copies of the entries should be inserted in similar 
books to be kept in the divisional office, taluk office and the Deputy 
Tahsildar’s office. Final decisions on such matters by the Board, Govern-. 
ment or an ultimate Court. of law should be entered therein, as well:as 
such orders by the district officers. 


.. The book should be maintained as a permanent record. It should 
be-a substantial. volume in folio size and strongly bound. The-Huzur 
Sarishtadar. of the Collector’s office, the head clerk of the. divisional 
office, the Headquarters Deputy Tahsildar of the taluk office and the 
head clerk of the. Deputy Tahsildars’ office should be placed in special 
charge of it and be held responsible for its due maintenance. — . 
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_ Lands reserved under paragraph 2 of the Board’s Standing Order 
No. 15, as required for public purposes except those reserved for com- 
munities eligible for help by the Labour Department should invariably 
be entered in the Prohibitive Order Book. 


162. Communication of printed proceedings of tke Board.—(\)_ Scale 
of supply of spare copies—(i) Land Revenue Department.—(a) Printed 
proceedings not intended for communication to divisional officers will 
be supplied to Collector’s offices.only, at the rate of three copies each, 
including the signed copy. aS BeeS eS oe ae 

(b) Proceedings of general interest which should be commuiii- 
cated to divisional officers will be supplied at the rate of: three copies 
each for the Collector’s office and one copy for each divisional officer. 


_(c) Proceedings correcting Board’s Standing Orders, Village 
Officers’ Manual, etc., and those. laying down any general rules of coti- 
duct or procedure will be supplied also to Tahsildars and Deputy Tahsils 
dars in independent charge at the rate of one copy each. 


(d) In the case of proceedings relating to treasury or account 
matters, an extra copy will be supplied for the use of the Treasury Deputy 
Collector. Except where the Board’s Proceedings contain only amend- 
ments to standing orders and other printer, publications, an additional. 
copy will be supplied to each of the officers except Revenue Inspectors. 
to whom the printed proceedings are communicated for the purpose 
of maintaining stock file. 

_ Note.—The destination of every printed proceedings of the Board will be indi« 

cated as follows. at the foot of the proceedings :— : oo 
(a) To Collectors. 

~ (b) To Collectors (Divisional Officers). ye Be . abe 

(c) To Collectors (Divisional Officers—Tahsildars). POR ag ie MY 

o Collectors (Treasur u — Divisiona: PE inne 

ae ao Collectors (Treasury Deputy Collector— Divisional Officers: 


(e) To Collectors (Divisional Officers—Tahsildars-—-Deputy : ‘fahsilders-” 
Revenue Inspectors). a ee 


(ii) Communication of the printed proceedings of the Board — 
Prohibition and Stamps.—Proceedings relating to these subjects which 
are almost invariably of the nature of rulings on questions of adminis- 
tration with which it is necessary that Tahsildars should be acquainted. 
will be furnished not only to Collectors and Divisional ‘Officers but to 
Tahsildars and Deputy Tahsildars also, at the rate of one copy each. _ 


__ Q) Requisition for spare copies.—Requisitions. for spare copien: 
of Board’s Proceedings or Government Orders, should: be submitted. on. 
printed forms containing the following particulars:— = Oe ae 

(i) Numbe1 and date of Boaid’s Proceednigs.or Gover ament’ 
506-1—12A 
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(ii) Subject. 
(iti) Number of copie .equired.: 
fiv) Why require 


Notes.—(1) The original requisitions will be returned with the spare copies, 
with the endorsement ‘ Furnished ’, 


(2) Applications for spare copies of Board’s Proceedings intended for stoc 
files may be sent on post cards once a month, but to ensure compliance copies should 
be applied for within two months after the receipt of the proceedings in the Collector’s 
Office. Copies requiced for the use of Subordinate offices in the district will be supplied 
by the Board direct to such offices, if the necessary addresses are given. 


163. Confidential papers-—‘1) Howand by whem dealt with.— 
Confidentiaj papers should not pass through an cffice inthe usua] couise 
Only head of the office and a few trustworthy clerks (whose name should 
be noted) should deal with such papeis. Confidential papers should 
pass fiom hand to hand eithe1 by personal deliver y or undet sealed cover 


(2) Registration.—The entries in the ordinary office 1egisters and 
diaries should be made fromslips fuinished by the confidential clerk 
who deals with the papel, and should be very gene-al, being sufficient 
merety to render it possible for the papers to be traced and referring 
to a sepaiate regstei. This separate 1egister should be kept by the 
confident a clerk and should be inthe same room and contain the same 
particulars.as the genera] register kept for ordinary conespondence. 


(3) Printing and despatch When confidential papers are sent 
to other offices by post or otherwise, they should be placed in double 
envelopes, the inner enve]cpe being seajed, marked ‘“‘ Confidentia] 
and superset :bed wiih the addressee’s name elone and the outter envelope 
with his offic:a] des:gnation without his name. Both envelcpes shall 
be of strong material, the inner one being as nearly as possible cf the 
same size as the outer one. As few copies of confidential papers should 
be printed as possible, and a register should be maintained showing 
the number of copies printed and the peisons to whom they have been 
distribuetd, 


(4) Circulation to subordinate officers.—(i) Printed papers —Only 
one spare copy cf printed confidential Government orders or Board’s 
Proceedings will be furnished to Collectcrs, The original should be 
retained in the Collector’s custody, and the spare copy circulated to 
those officers in the district to whom the contents of the documents 
should, inthe opinion of the Collecto:. be made known. All such officers 
should maintainand retainintheir own custodya register of confidential 
papers, Showing the number and date of each paper, the date cf 1<ccipt 
by the officer, the date on which, and the designation of the officer to 
whom, it has been passed on, and containing an abstract sufficiently 
fullto enab’e an officer who had not seenthe paper to 1eadily comprehend 
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its contents intentions. The last recipient should sign the endorsement 
finally, returning the paper co the Collecto1. The spare copy should be’ 
filed with the original. 


_ Nore.—Collectors may make their own arrangements in regard to the distribu 
tion of confidential papers other than Government Orders or Board’s Proceedings. 


,ii) Manuscripts.—In the case of manuscript confidential prte- 
ceedings and orders, the Collector shculd heve a certified copy mede in 
his office, and should adopt the same procedure in1egard to is circulations 
to subordinate ¢fficers as that prescribed in clause (i). 


(iii) Transfer of custody Whenever there is a change ot officers 
the relieved officer should either personally hand over to the officer who 
relieves him the key of the receptacle in which the confidential papers 
are deposited, or should send the key to him ina sealed cover. 


XXI_ Arrangement Reservation and Destruction of Records 


164. (1) Custody of records—General mode cf arrangement.—The 
following rules which are supplemen ‘ally to those cc ntained in Chapter 
XIII of this Manual shoujd be observea in arranging pxpers in the record 
room:— 


(i) A sepatate shelf or spare must be set apart for eau depart 
ment ct business. 


(ii) On the front of the shell the name of the department to whivh 
the papers therein lodged appertain should b< legibley and durably 
writien. A printed label in bold chatacters will answer well. 


(iii) The front and sides of the shc if in which papers of pei manent 
value are lodged, e.g., old survey records, should be filled with wire 
work so as 10 admit of the free circulaiionof ail. Wire-netiing 1s however 
unnecessarity in new offices fi'ted wiih iron record racks according to 
the standard design. 


(iv) Gieat care must be taken to tie the papers securely, so that 
they cannot sjip out of the bundles, unless the openings are fitted with) 
perforated zinc or lone mettels. 

Nores.—(1) Correspondence anterior to the introduction of the disposa] number 
s/stem should be merely sorted by its date according to years and need not be 


ce-arranged by subjects nor indexed. Dufters once sorted in this manner can easils 
be sorted again for destruction when they become old enough for that purpose. 


Records should be arranged as follows:—~ 


(a) Settlement registers and books, etc., should be arranged in almirahs 
and catalogued, ; : SBR es 
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(5) Maps should be neatly rolled up and put away in cages, the survey 
number and name of each village being legibly written on the cage. 


(c) Dufters should be placed chronologically on record shelves or stands 
and neatly arranged. 


, (d) Ali the record shelves or standss hould be numbered and divided into 
compartments, 


The number of the shelf or stand and the number of the compartment should 
be legibly painted thereon. 


= (e) A list in book form should be kept to show the contents of che dufters 
and other records each stand or compartment, thus— 


Shelf No. 4, compartment No. 3. 
Dufter No, 1, Fort St. George Gazette, 1891. 


Dufter No. 2, Fort St. George Gazette, 1891. 
Dufter No. 3, Fort St. George Gazette, 1892. 


Stand No. 6, compartment No. 8. 
Dufter No. 1, Taluk Accounts—Current, 1890-92, 


a Dufter No. 2, Taluk Deposit Register, 1890-92. 


zy ~Q) The papers mentioned below should be neatly arrang<d on record shelves 
or stands at the manner indicated in clauses (d) and (e) of Note (1):— 
(1) Fort St. George Gazettes. 
- (2) District Gazettes. 
(3) Registers and accounts prepared under the Loans Acts (others than 
periodical returns). 
(4) Shroff’s chittas. 
(5) Cash (Nagadi) Chittas—Permanent advance. 
(6) Registers and accounts maintained under the Special Fund Code. 
_ (7) Deposit registers,— 
Revenue, 
Criminal. 
Civil, 
(8) Accounts current. 
(9) RegiSter of stamps and stamped papers, 


- (40) Public Works Department and Local Fund Engineer’s cheque books, 
voucher lists, ete. 


(11) Par thandals village (daily collection accounts and remittaoce 
ist). 


: (12)..Minor irrigation accounts and registers, 
13) Village manual accounts. : 
14) Taluk manual accounts and registers cother nae jamabandi and 
statistical return). 
(15) Magisterial diaries. 


(£6) Registers of magisterial fines and other Criniinai Code registers: - 
prescribed by the High Court. 
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. . (2) Arrangement of papers dealt with under the Tottenham system.— 
Ali numbered dispovals under the disposal number ‘systetn whether 
indexed or not shouid continue io be arranged in chronological order 
and put ino seccrd racks or sheives. The records should be tied up 
in bundjes not inconveniently bujky, between deal-wood boaids, on the. 
upper one of which should be Pasted alist of con‘ents showing the: 
particuiats and the total number of files it contains. 

- Nores.— (1) It is essential that the records should be methodically arranged 


as papers are received, and that they should not be allowed to get.into such disorder 
that it is necessary to apply for a special establishment to put thing straight. 


_ (2) The record-keeper is responsible for every disposel as scen as fhe acknow- 
ledge its receipt in the new case register or in t e personal register as the. cace may be. 


(3) Village accounts should be classified and arranged | in “the taluk 
record-room as shown below.— 


The accounts should first be divided into the following four - 
groups with reference to the period of destruction fixed in Appendix 
“S$” and then each account in each of the four groups should be arranged | 
in the numerical order of the villages and bundled together. The bundles - 
of each group should not be tied together, but they shouldbe. kept to- - 
gether in a section of the shelves in the record room:— _- 


(i) Those that should be retained permanently. 
(ii) Those that should be retained for twenty years. | 
(iii) Those that should be retained for ten years. 

(iv) Those that should be retained for three years, 


(4) Access of Karnams to taluk records-——-Kamams should not 
be ‘allowed to have access to the taluk records, except under proper. ° 
supervision and with the express permission of the Tahsildar or Head’ 
quarters Deputy Tahsildar, and should only be allowed to examine 
papers in the presence of a person deputed by either of the abovenamed » 


officers to exercise such supervision. 


_ (5) Alterations in public records.—Interlineations and corrections 
in public documents must be initialled by the person signing the papers ; 
and if interlineations and corrections are found in papers passing through 
the hands of Tahsildars and Headquarters: Deputy Tahsildars, they 
must be initialled by those officers, should the initials of the person who 
signed the papers be not then obtainable. 

Nores.—-(1) Clerks in charge of taluk records should carefully examine every 
paper delivered to them for the purpose of being put into the record, and they should 
bring to the notice of the Tahsildar or Headquarters Deputy Tahsildar any HDNET Ine 
eations or corrections in order that they may be initialled. | 

(2) Revenue Inspectors should during their tours, examine aiid initial ail 
interlineations and corrections in the village accounts which are. in the charge of 
karnams, who should be warned that the practice of inserting interlineations and 
corrections in accounts without duly attesting them will be se eraly noticed. Ms 

(3) Di isional officers shoud, during their annualesaminationof cash balan« 
ee that these rules aré strictly ‘conformed to, and should ae the result toog:s 
Collector. as od 
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(6) Preservation and destruction of records—(i) List of records 

o be retained or destroyed—A complete list of records to be retained 
as well as of those to be destroyed is given in Appendix ‘S. No records 
earlier than 1857 shall be locally destroyed without consulting the Curator, - 
Madras Record Office. If their removal from the local record room 
is desired, the local officers shall consult the Curator, giving information 
as to the nature and quantity of the records and forwarding specimens 
of them. The whole of the records should not be sent to the Madras 
Record Office unless called for. If the Curator agrees to their destruc- 
tion, they may be destroyed locally. 


Nores.—(1) Collectors are not debarred from retaining either permanently 
or for longer periods than those prescribed in the appendix, any records included 
under the class “to be destroyed *? which, for any special reasons, they may consider 
it desirable to preserve. Similarly records which, though included under the class 
“to be retained ”, are of a purely routine character may be destroyed by Collectors 
at their discretion. 


They should particularly see that records or other papers which may be 
required as documentary evidence in favour of the Government in suits where claim 
for money or property has been or is likely to be made on behalf of the Government 
or where such a claim has been or is likely to be advanced by other parties against 
the Government, are not automatically destroyed but that they are retained until the 

of Government is fully satisfied or is dropped or for so Jong as the claim, is not 
oe They should also see.that the same care is exercised in the officers subor- 
inate to them. 


(2) Police weekly circulars may be destroyed after one year, unless the 
Collector specially orders otherwise. 


(3) The originals of Board’s Proceedings and Government Orders may be 
retained or destroyed according to the rules laid down in Appendix ‘T°’ and surplus 
copies destroyeds. 


(4) Divisional officers have been empowered to order the destructions of 
useless records in their offices. Similar powers have been conferred on Tahsildar 
in respect of taluk records but it is the duty of the divisional officer to see that the 
power is properly exercised by Tahsildars. 


(5) The rules for the destruction of records under the disposal number 
system are given in Appendix ‘T’. 


(ii) Destruction of records under the disposal number system,— 
The “ D” disposal list (relating to papers disposed of under the disposal 
number system) indicates the year of destruction for any paper that is 
to be retained for more than ten years. All other papers should be 
destroyed after ten years and the record-keeper should certifiy at the 
end of the disposal list that all papers which are ripe for destruction have 
been destroyed. 


Nores.—{1) The selection of papers for destruction from the taluk records 
should be made by the Tahsildar or Deputy Tahsildar, and endorsed by the former 
with the necessary orders. Divisional officers should, during their tours of inspection, 
carefully scrutinise the list of records assigned for destructions in taluk offices. 


(2) The rules regarding the destruction of records apply equally to papers 
filed as to those bundled. 
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(3) Such records marked for destruction and relating to wards’ estates as 
well received or are the office copies of papers issued, during the court’s management, 


? 


may be handed over to the proprietors concerned immediately after the restoration 
of their estates, if they ask for them. The whole of the manager’s records. with the 
exception of confidential papers, may also be handed over to the proprietors whem 
making over charge of their estates. 


(iti) Mode of destruction Judicial records, books and papers 
of the Collector’s office which have to be destroyed should be burnt in 
the presence of the record-keeper. Other records which are no longer 
required may be destroyed by means of jail labour whenever such a 
course is practicable. In such cases a note should be taken of the weight 
of the papers sent to and received back from the jail, so that there may 
be no doubt as to the fact of their destruction. It if is decided to seil 
useless records as waste paper, care should be taken to see that every 
page is torn into small pieces and soaked in water before it is disposed 
of by sale Gazettes which are no longer required should, however, 
be sold intact as waste paper. The same procedure should be followed 
in regard to books and periodicals placed on the editors’ table or issued 
to the public like Gazettes (See list in Appendix ‘S’). 


(iv) Destruction of magisterial records.—The rules for the dest- 
ruction of » ,~ords given above apply only to non-magisterial records 
in revenue offices. The destruction of magisterial records in these offices 
should be made in accordance with the instructions of the High Court 
of Judicature printed as Appendix “ U ”. 


(v) Records of Revenue Inspectors—The following records of 
Revenue Inspectors should be transferred to the taluk office at the time 
noted against each.— ; 


Time when the record should be transferred to the taluk office. 


(1) Registers of applications .. .. At the case of the fasli year for | 
transfer of registry to which 
they relate. 


(2) Current and disposal registers .. One year after the close of the 
year to which they relate. 


(3) Diary note-books .. 3 .. One year after the close of the 
year to which they relate. | 


(4) Office copies of reports and returns As soon as the file is closed. 
submitted to Tahsildars and of 
takids to village officers. 


(vi) Destruction of records under the Tamil Nadu Estates Land 
Act I of 1908.—The destruction of judicial and other records in revenue 
courts and offices under the Madras Estates Land Act, I of 1908 should 
be made in accordance with the instructions printed as Appendix ‘ V’, 
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(vit) Destruction of account records.—The destruction of records 
(including correspondence) connected with accounts submitted to audit’ 
is.governed by the rules contained in Article 326 of the Madras. Financial 
Gode, and the rules in paragraph 164 (6) and Appendices ‘S’ and SE " 
of this manual. es 


(viii) Destruction of records dealt with under the Tottenham 
System.—The instructions in paragraphs 106 and 107 of this manual ' 
should be followed in the case of records dealt with under the Tottenham 
System. 


(7) Preservation of specially yaluable documents.—Special precautions ° 
should be taken in all offices for the preservation of documents, such as 
Grants of Dignity, bearing the King’s Sign Manual. Such documents: 
as well as, sanads commission, etc., bearing the signature of His Excellency 
the Viceroy should be in the custody of a responsible officer and should’ 
be kept in safes or boxes fitted with Chubb’s locks. If sent by post’ 
they should invariably be registered and insured. i ee is 


(8) Inspection of record-room.—Occasional inspections should be 
made by the Collector and divisional officers to ensure the records being 
taken proper care of. In regard to old survey accounts and other valuable 
records, the collector should examine them occasionally in person, | 
and when any records are found to be in a state of decay, authentic copies 
of them should be prepared. 


(9) Report on the conditions of records-—(a) Report to Board.— 
A report on the state of the records in each Collector’s Office should 
be submitted to the Board for each caleridar year before the Ist March 
following. Information should be furnished under the following 
heads:— . . . 
_ (1) The names of the offices in the district following the 
Tottenham System . 


(2) State of the library— . 

(i) whether the Acts and Standing Orders are kept conkected . 

up to date ? . 
(ii) whether all the books are duly catalogued and ir 7 

repair ? 


Nore.—Officers should see that the necessary corrections in their office copie: 
of the Standing Orders and Acts are duly made then and_ there, as they will 
thercyy be saved much trouble frequent reference and many mistakes., 


(3) Whether the record-rrom is in good repair, protected 
from white-ants and weter-tight and whetker it is kept clean ang 
secure from entry at all points and sufficiently lighted. | 2% 
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No1eE.—The conditions of the records should be clearly and concisely stated 
and should in all cases be reported whether steps have been taken to remedy 
the defects brought to notice., : 


5 ' (4) The date from which the Tottenham System has been in 
orce, 


(5) Whether the instructions in the District Office Manval 
have been strictly followed in regard to — 


The bundling and the arranging of. R., D., K., L.. ‘and: 
L. Dis (Dist.) Disposal paper. 


The filing of Government Orders and Board’s proceedings 
and the arrangement of periodicals. . 


The arrangement cf general subject files. 


The issue of passports and the maintenance of the num- 
bering book and the pass pcrt register. 


(6) Total number of files indexed and numbered and date of © 
the last file indexed. a 


(7) Whether the rules regarding the issue of recrods from, 
and return to, the records are strictly observed, 


(8) Whether old records are periodically destroyed and, if sc, 
what records were destroyed during the year under report. 


NotTgEs.—({1) It is unnecessary to enter long lists of records actually 
destroyed during the year. It will be sufficiant if information js furnished . 
as to number of PaPers, or, if this is imPracticable, the number of bandles 
destroyed with a brief descriPtion of the nature of the papers (€.g.) 
Treasury, etc. S 


(2) The intervals at which papers are destroyed, ‘he average number j 
destroyed at a time, and a designation of the officer supervising the. 
work of destruction should bz mentioned in the annual report. 


(9) (i) Whether the registers and records of the periods 
prior to the introduction of (a) the disposal number system, and 
the Tottenham System have been methodically erranged. ki 


(ii) Special menticn should be made of the progress made . 
in the preparation of the inventory of the old verraculer records 
of the East India Company’s period if not already done and their 
condition. 

| (iii) Information whether the inam fair registers are press.’ 
cribed in good condition should also be furnished. ~~ 
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(10) Whether village accounts are arranged as prescribed 
in Board’s Proceedings Nc. 255, Settlement, cated 27th June 1983. 


Nors.—These details should be submitted in tabular form, the Collector’s 
covering Jetter containing such remarks as may be necessary. 


(b) Divisional Officers’ reports. Every Divisional Officer 
isrequired to submit tc the Collector an annual report on the con- 
dition of the records in his own office and in each subordinate office 
in his division furnishing information under the heads prescribed 
above. These reports should be carefully scrutinised and reviewed 
by the Collector as briefly as possible. only the salient features of 
the work accomplished during the year being noticed. The Collec- 
tor will submit 2 copy of the review for the Bcar.’s infcrmetion - 
with the annual repcrt for his own office. In reviewing the record 
reports the Collector should notice hew fer the orders releting to 
the taluk recor’s passed on the annual inspection repirts bave 
been carried out. ; 


(10) Government of India’s directions regarding records. —- 
The directions circulated by ihe Government cf India for the 
storage, arrangements and preseryetion of Goyernment records 
are given in Appendix ‘W’. They apply in their entirety only to 
the records of the Government of India and should be foljowed 
mutatis mutandis in subordinate officers, 


165. Official Libraries—General Rules—The books in each 
office should kept as much as possible in one place and placed under 
the eustody of the record-keeper, the head clerk, or the librarian. 
A reyised catalogue should be prepared from time to time, and 
missing books should be accounted for. The work of revising the ~ 
catalogue may be entrusted to an Assistant Collector, if availabje. - 
No book should be removed from the library without the permis- 
sion of the head of the office. When a bock is removed, a receipt 
must invariably be furnished by the officer removing the book; the 
receipt should be returnto him or cancelled when the book is 
return to the library. 


Notes.—(1) Every officer on receving charge of an office to which a libtary 
is attac hed should satisfy himself that the library is in good condition and unless 
he reports at once that the books aer out of order or that any volumes are missing 
will be assumed that he received the library in good orders, and he will thence 
orward be personally responsible for any defects which he could have noticed 


by inspecting the library on his arrival. 


(2) When a new librarian takes charge, he will be liable to be held responsible 
for the loss of any book shown in the library eatalohue which is not reportedby 
him as missing with ina month of his taking charge. | 


ARRANGEMENT, RESSRVATION AND DESTRUCTION OF RECORDS 189 


@) The volumes of the Board’s Standing Orders and of the High Court’s 
Ruling supplied for the use of each office should be entered in the library catalogue 
and should not be carried away by an officer on his transfer to another district. 


Binaing.—{(i) Ali periodical publications such as the gazeties, 
Acis of the Central and S:a:e Legislatures, Indian Law Reports, 
Circujars of the High Court and the Accountant-General, etc., 
‘should. be filed carefully, each file being entered in the library 
catalogue, and bound as socn as the index is received. There shoujd 
be two files of Acts corresponding to the Central and State Legis- 
Jatures respectively; these as ajso reprints of modified Acts issued 
by either the Government of India or the Tamil Nadu Govern- 
ments shoujd be bound periodically into volumes of a conyenient 
size, Centra] Acis into yearly yclumes and State Acis every three 
years, the years contained in each yolume being shown in a 
printed label on the back. The twelve monthly part in each 
series of the Indian Law Reports should be reckoned as one yolume 
and bound according]y at the end of the year. 


, (ii) Other periodical publjicaticns should, as a rule, be 
bound into yearly yolumes, subject to the rules on the subject cf 
binding centained in the Printing Manual. 


166. Collector’s Standing Orders—(i) Contents.—Al\l orders of 
Cojlectors which sre of permanent yalue, especially circulars “apply- 
ing to all taluks, shoulc be compiled as ‘* Collector’s Standing 
Orders ” and printed a8 yolume, [t should contain all orders of 
the past of alike nature carefully collected from the date cf the 
commencement of the district gazetteers, If however, the 
Collector considers that any of his order should be printed by 
the: district gazetie, it should be printed in the district gazette 
under the instructions in the Printing Manual. 


(ii). Indexing and revision-~-The whole should be indexed 
and reyised once in 10 years. Copies of this book shotjd be sent 
to every divisional] and taluk office, so that no subordinate may be 
ignorant of the Cojjector’s Sianding Orders. It shot{d be kept 
separate from the reprints of the Board’s Standing Orders. 


7 (iii) Exchange.—Coljectors shotld exchange copies of their 
Standing Order Books, so that @]| diStr.c.s may have the benefit 
of each cojjection. | | 


[G. O. Ms. No. 212, Public (Service-A), dated 27th January 1969.) 
(B. P. Perm. No. 1194, dated 17th March 1969.). 
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167. Petitions— 


SECTION I—PRESENTATION OF PETITIONS INCLUDING REyIEW 
oe PETITIONS AND APPEALS, 


(1) Receipt of petitions—(i) Petitions to be recelved by 
Governmant officers —Petitions may be either presented in person 
or sent through the post. They should be recvived whenever, by 
whomsoever, and in whatever language they may be presented. 


(ii) Revenue Officers to hold personal communication with 
petitioners ——An Officer’s accessibility to the people is of the utmost 
importance, both as a matter of justice to persons, grievances to 
be redreSsed of representations to make, and asa check on the 
officer’s own establishment. Interviews should normally be granted 
by the head of the office, if he is in headquaters and only tn office . 
and on working days and not at the officers residence or on holidays 
except in very speciaj cases. In the Cojlecior’s office, if the Cojjec- 
tor is in camp, the Personal Assistant, and in the ‘:alvtk office, if 
the Tahsijdar is in camp, the Headquarters Deputy Tahsildar 
should grant interviews. In the Divisional office, if the Revenue 
Divisional Officer is in camp, the Head Clerk should not accord 
interviews, but may give informrtion about cases on which action 
is pending. The officers should dea] with the members of the public 
with the utmost sympathy and courtesy and attend immediately 
to their requests, if neceSsary calling for the Connected files and 
examining them with a view to granting quick redress, 


"Nores.—(1) At headquarters, the hours of interview may be the office 
hours, i... 1] am. to 5 P.m., out of this a stated Period, viz, 11 am. - 
to 12 noon may b2 set aPart exclusively for interviews and during the 
remaining Period, the officers shoufd be accessibje but subject to the exigen- 
cies of other work. When Petitions are Presented after the hours so set 
apart, but during office hours and the head of th: office is unable to receive 
them in person, the head ministerial officer should receive them and 
endorse on them the date of Presentation and his initials. On matters 
of -a very imPortant and urgent nature, officers should atiend to the public 
even outside these hours, cach case being decided on its merits. The 
Collectors should, however, continue to have discretion in the matter, but 
they should set apart at least one hour a day for interviews while at 


headquarters. 


“ (2) Notices should be exhibited in a consPicuous place in each office 
showing the hours of work, the hours exclusively szt apart for interviews 
the officers who should b2 approached and the location of his room. 


(3) The ‘Present rule Prohibiting parties from having direct access 
toclerks should be rigorously enforced. 
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_ (2). To whom complaint should be addressed in the first 
instance —Persois haying cause of complaint against any reyeaue 
official should, in the first instance, seek redress from the Divi- 
sional Officer, and if this orders do not afford the rélief sought for 
an appeal may be preferred to the Collector. Petitions addressed 
to the Board and Government before relief has been sought from 
the joca] authorities will not be considered on their merits, 


(3) Petitions by public servants to be addressed through 
superior officers.—Appeals preferred by Reyenve Officials should be 
submiited in every case throvgh the officer whose orders are 
appealed against, Village officers need not, however, follow this 
procedure, : , 3 


(4) Size and quality of paper to be used for petitions.—Peti- 
tions: shoutd be written, on durable paper 13 inches long by 8} 
inches wide, an amp{e coargin being allowed. 


(5) Completeness of petitions.—Petitions should be complete, 
and aly documents necessary for their disposal should be forwarded 
with them. Appeal petitions shoujd be acccmpanied by authentie 
‘cated copies of the orders appealed against. In the case of appeal 
to the Board by Village Officers, the appeal petitions shoujd b- 
accompanied by either the originals or authenticated copies of the 
orders of the Collector and the Revenue Divisional Officer. 


(6) Stamping of petitions.—Petitions and enclcsures to them 
should: be stamped when necessary according to the scale of rates 
prescribed in Schedujes Land II to the Tamil Nadu Court Fees and 
Suits Valuation Act, 1955. 


-». -Nores.—(1) Application or petition which involves the exercise or 
non-cxercise of Power conferred by law or rule having the force of law 
addressed to the Board should be stamped wi.ha court-fee stamp. or stamPs 
of the value of two ruDees and suPplemental and miscellaneous Petitions 
to the same authority should beara court-fees stamP or stamps of the value of 
one rupee and fifty naye Paise. A supplemental Petition which does not contain a 
new or additional request need not be stamPed. Appeals tothe Revenue Divi- 
siomal.Officer and to the Collector in darkhast cases should be stamPed with 
a court-fee label-to the value of one ruPee while appealsto the Board of 
Revenue should be stamPed with a court-fee Jab-] to the value of two rupees. 
Revision Petitions to the Collector in darkhast cases should be stamped 
with a court-fee label of the value of annas four and those to the Board of 
Revenue with a court-fee label of the value of one ruPee and eight annas, 
Copies attached: as enclosures to Petitions should also be stamPedat the rate 
of seventy-five naye Paise for every documents. In the case. of apPeals 
against departmental Punishments presented by Pubjic servants of -all classes 
(other. than village officers preParing an apPeal in virtue of a right conferred 
bylaw, e-g.' under Madras Act I of 1889, I]. of 1884 or Hil of 1895) neither 
the Detition. nor the enclosures thereto need to need be stamped. Similarly 
aPpeals against orders of aPPointments Preferred by claimants to non- 
hereditary village officers and the connected documents need not be stamPed. 


*.* (2) ‘The ruling contained in the concluding Portion of Note (1) above 
applies equally to apPeals Preferred to the Collector or Divisional Officers, 
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: Gv) It is the duty of every officer to whom a documents liable to stamp duty 
onder the Tamil Nadu Court Fees and Suits Valuation Act, 1955 is submitted for 
orders to see that any adhesive stamps thereon have been properly punched. The 
section head or other responsible ministerial officer submitting papers for orders shall, 
that all adhesive stamps therein contained have been punched and defaced as directed 
in clause (ii) above and any section head or other ministerial officers submitting a 
cone bearing and,unpunched adhesive stamp,shall be required to pay the value 
of the stamp. 


The duty of cancelling stamps under section 77 of the Court Fees and suits 
valuation Act, 1955, has been entrusted to be following officers: — 


(i) District Revenue Establishment— 
(a) Collector’s office— 


Huzur Sarishtadar’s section .. .. Huzur Sarishtadar. 
Huzur Head Clerk’s Section .. .. Huzur Head Clerk. 
Magisterial section Magistrate Head Clerk, 


- Account, Treasury and Stamp, ‘Govern- Huzur Head Account. 
ment and Press Branch. 


Court of Wards Branch i .. Sarishtadar or ministeria] Office 3 
in-charge of the branch. : 


(6) Divisional office 3% .. Head Clerk. 


(c) Taluk office in : . Headquarters Deputy Tahsildar. 


(d) Deputy Tahsildar and Stationary Officers themselves, 
Sub-Magistrate’s office. 


(2) Revenue Settlement Parties— 


Head offices... ‘ ss .. Section heads (Head Accountants, 
Head Clerk and Saristadar.) 
Branch office .. - ee -. Superintendents. 


The responsibility is personal to the officers named and cannot be transferred by 
them to any subordinates. 


Officers receiving documents liable to be charged under the Tamil Nadu 
Court Fees and Suits Valuation Act, 1955, should also look at the date of sale recore 
ded omit adhesive stamps and if they find that the date of sale as recorded on the stamps 
to suspiciously remote, should enquire into the history of the stamp in question. 


(v) The use of rubber stamps for purpose of overprinting court-fee stamps 
as a check against fraud is objectionable and should not be permitted as, if allowed, 
there is considerable danger of their being made to cover the hole or greater 
part of the stamp operated on thereby rendering dedection of foregery mure deficulty 
and perhaps impossible. There is no objection, however, to the use of a perforation 
instrument such as is allowed by the Postal Department to be employed in the case of 
postage stamps. The instrument must however to submitted to be Board for appro- 
ved before its use is sanctioned. , 


(vi) In cases of doubt in which the opinion of no expert may be required on the 
question whether stamps are gonuine or forged, reference should be mad e the 
Master, Secarity Printing, India, Nasik Road, for kis or his nominec’s report. 
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_(2) Gi) The Divisional Officer or the Special Deputy Collector, .as the case may 
be, should check once in every week the daily register of court-fees with a fair -ser- 
centage of the documents filed during the week and verify that that al! the stamps 
entered in the register are intact and have been properly defaced ard cancelled under 
section 77 of the Court Fees and suits Valuation Act, 1955. A running note file should 
be opened for this purpose and it will be looked into by the Collector at the time of the 
annua! inspection office. Arent 


(ii) Under Note 3 (iv), only Head Clerks of Divisional officers are 
entrusted with the duty of cancelling stamPs under section 77 of the Court Fees 
and Suits Valuation Act, 1955. As the responsibility is personal to them and 
cannot be delegated to any other clerk subordinate to them th¢y alone should be 
allowed to legate pe‘itions and Plaints filed under the Tamil Nadu Estates lands 
Act. Th. Rec-ive dealing with the Estates Land Act work should never in any 
subject cl rk be allcwed to rec. ive th m eighter in camp or it headquaters. In 
circumstances therefore Revenue Divisional Offic.r should himsclf receive and 
cancel th m. Inthere, th: special D-puty Collector’s Office, the head clerk, 
or the Chi.f therefor. case of Ministerial officer sPecially designated for the 
purpose, should reccive them if the Coll-ctor is from away headquarters. The 
Special Deputy Collector himself should receiv: Special DzPuty all officer them 
when he is ath acquarters. A notice shculd be hung up outside the office end 
circu'ar should be issued to alithe cstate intimating the names and designations 
of Persons who are authorized to receive pctitions and plaints. — : 


(ii) Cour: Certificate for the value of the Court Fee Stamps filed should be 
granted only over the signature of the Special Deputy Collector or the Revenue 
Divisionai Officer, as the case may be. after the existance and value of the stamps in the 
concerned files have been verified found correct and a cross check made with 
the entries in the daily register of Court fees received. Mukthiyars and other agents 
to land holders should be instructed to submitted a bill of costs in duplicate for the 
value of the stamps file along with every petition or pl-int on every accasion so that 
when the documents bearing the stamps are submitted for orders the court could 
conve :ien‘ly v rify the numbers and the vaiue of the stamps, check whether they 
have been properly defaced or not and then sign tne bill of costs. As the Office 
copy of the bill is retained in the fil? there will be no danger to any 
subsequent ciaim in respect of the same Stamps being pressed Consoli- 
dated certificates in respect of a large number of stamps filed at different times 
in different suits should not be granted. There should be a separate certificate 
for each case and the office copy should be filed with the records of that. case. 
No court certificates should be issued in the case of papers and documents not 
actually taken on file and retained in the records of the courts, e.g., plaints returned 
fea rectification of defects or for presentation to another court, etc. 


(iv) When a file is disposed of and before it is sent to the record- 
room, the subject clerk and the head clerk should not on the docket sheet the ‘des- 
cription and the value of the stamps inside the file and certify that all of ‘them 
have been properly defaced andcancelled. The Record-keeper should then verify and 
affix his initials on the docket. ) 


(v) The Record-keeper should at once cancel the stamps b unc it 
a second time with the wad-cutter diamond punch and certify oh the docked 
that effect, before finally depositing the file in the Record Room. 


(vi) The Record-keeper shall also examine the stamps, 
are incorrect note any er.sures or suspicious appearances they ma 
be held responsibte for the safe custody thereafter. Ifa record or 
forming part of a record is taken from the record room for any purp 
his duty to denote to whom and for what purpose it have been delivered and on its 
return, to examine it and ascertain if it is in the same condition in which jt was 
issued from his office, and if it is not in the same condition briag the fact to 
Lotice. . . é : nee ante 


report if they 
y present, and 
any document . 
ase it shall. be 
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- + sii} The. Revenue Divisional Officer or the Subordinate Officer as the 
casé may be. should once every month make: a‘cross check of a certain number of 
files -after disposal .and see that all the relevant rules and instructions have been 

properly observed. a . 


(7) Review, appeal and revision petition—(i) Petitions for a 
review of orders once passed will be rejected unless they contain new 
or additional information having a material bearing or the case. 
When this condition if fulfilled, the orders may be reviewed by the 
officer who passed them. . 


Proviso (1)—-Reviews are not admissible in respect of orders passed 
under Chapter I of Board’s Standing Orders. 


Proviso (2)—Orders passed in the exercise of statutory powers, 
should not be reviewed unless there is specific statutory provision for 
reviewing them. 


(ii) In no case in which the Board’s Standing Orders provide 
for appeal or revision, shall the officer who passed an order dispose of 
an appeal or revision petition against that order. In such cases the 
officer must refer the matter to the authority next above him, e.g. a 
divisional Officer, who has dismissed a peon cannot subsequently as 
Collector, dispose of the peon’s appeal against the order of dismissal, 
He must report the matter to the Board. 


(8) Limitation for appeal petitions—-() To the Collector or Divisional 
Officer—Appeal, preferred to the Collector or a_ divisional officer 
against orders of punishment imposed on Government servants (other 
than village officers) under the Civil Services (Classification, Control 
and Appeal) Rules and any revision petitions by them should be filed 
within two months after the date on which the Government servant 
concerned was informed of the orders against which he appeals or 
prefers the revision petition. The time for presenting appeals to the 
Collector or divisional officer against orders appointing, dismissing, 
removing, suspending or fining a hereditary or non-hereditary vill z¢¢ 
officer is thirty days from the date of communication of the orde ‘to 
the party concerned. The time for presenting appeals from orders 
passed in darkhast cases, from orders passed in cases of assignment of 
house-sites, from orders under the Revenue Recovery Act and Regulation 
IX of 1822 and from decrees in suits under Act III of 1895, is prescribed 
in Board’s Standing Orders Nos. 15, 21, 41, 158 and 154 respectively. 
Appeals to the Collector or Divisional Officer against any decision or 
order passed under the Land Encroachment Act III of 1905 should 
be presented within sixty days from the date of the decision or order, 
excluding the time taken to obtain a copy of the decision cr orders; 
pending the disposal of any appeal or. . petition for revision under this 
Act, the divisional officer-es-the Collector may suspend the execution 
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of the order appealed against or sought to be revised. Appeals to the 
District Collector under section 189 of the Tamil Nadu Estate Land 
Act I of 1908 should be presented within thirty days of the order or 
decree appealed against, excluding the time taken to obtain a copy of the 
ae or decree. In all other cases the appeal time is limited to three 
months. 


Note.—The Collector or divisional officer may admit appeals and revision peti- 
pone peseoied out of time on good and sufficient cause being shown for 
the delay. 


(ii) To the Board—Appeals to the Board against orders of punish- 
ment imposed on Government servants (other than village officers) 
under the Civil Services (Classification, Control and Appeal) Rules 
and any revision petitions by them should be filed within two months 
after the date on which the Government servant concerned was in- 
formed of the order against which he appeals or prefers the revision 
petition. The time for appealing against orders passed in darkhast 
cases 1s forty days. Appeals to the Board against any decision or order 
passed by the Collector under the Land Encroachment Act III of 1905 
Should be presented within sixty days from the date of the decision or 
order excluding the time taken to obtain a copy of the decision or order; 
pending the disposal of any appeal or petition for revision under this 
Act, the Board may suspend the execution of the order appealed against 
or sought to be revised. Second appeals to the Board under section 
190 of the Tamil Nadu Estates Land Act I of 1908 should be presented 
within sixty days of the order or decree appeared against, excluding 
the time taken to obtain a copy of the order or decree. Jn all other cases, 
the appeal time is limited to three months. 


Notes.—{1) It will be sufficient if the appeal petition reaches the hands of 
officer against whose order the appeal is preferred and through whom it should be 
submitted within the time allowed for appeal. 


(2) The Board may, if it chooses, admit appeals presented out of time on 
good and sufficient cause being shown for the delay. 


(9) Re-admission of appeals —When an appeal is rejected on account 
of a technical defect or omission which admits of a remedy, it should 
be stated in the order rejecting the appeal that it will be re-admitted 
only if it is re-presented within a specified time after supplying the 
omission. One month should ordinarily be long enough to allow of the 
correction of initial errors, but the fixation of the time is left entirely to 
the discretion of the Collector. 


(10) Instructions regarding ‘the submission and receipt of petitions 
addressed to the Board of Revenue.—The instructions for the submission 
of petitions to the Board are given in Appendix Y. 
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(11) Instructions regarding the submission and receipt of petitions and 
other papers of the same class addressed to the Government of Tamil Nadu.— 
The instructions for the submission of petitions to Government are 
printed as Appendix Z. They should be read and explained to the 
people when assembled at Collector’s officers for the annual settlement. 
Their substance should also be occasionally published in the district 
gazettes. 


(12) Instructions for the submission and disposal of petitions addressea 
to the Governor by persons who are or were in the service of Governmem 
in respect of matters affecting them as Government servants.—The ins- 
truction for the submission of petitions to the Governor from persons 
who are or were Government servants in respect of matters affecting 
them as such are printed as Appendix AA, 


SECTION II.—TRANSMISSION OF AND REPORT ON PETITIONS, 


(13) (a) Avoidance of delays in forwarding appeals All appeals 
should be forwarded promptly. All appellate authorities should, on if 
necessary, and delay exceeding one month in forwarding the original 
appeal with relevant records by issuing periodical reminders, appeals 
to the appellate authorities should be explained in the forwarding 
report or endorsement, The forwarding of an appeal to the appeallate 
receipt of the advance copy of an appeal, watch for the receipt of the 
authorities should not be delayed for more than two months and if 
the forwarding officer does not adhere to this time-limit without justi- 
fiable reasons it will be open to the appellate authority either to point out 
the delay for further guidance or take suitable action against the 
forwarding authority. 


(b) Withholding of petitions —Petitions addressed to the higher 
authority should always be transmitted by the officer receiving them, 
even though they are liable to be summarily rejected by such authority 
under the rules in Appendix Y, or Appendix Z or Appendix AA 
as the case may be, Unless the petition is barred by limitation, is not 
properly stamped, is liable to summary rejection or is inadmissible 
under any legal enactment or executive order, he should also submit 
all the connected records with translation of the more important papers 
in regional languages amongst them. In these excepted cases, be shall 
cite specifically the paragraph and clause of the rules containing the 
exception under which be considers that the case falls giving reasons for 
his view. It is left to his discretion to discuss the accuracy or validity 
of the statement made inference drawn or arguments put forward in the 
petition. 


[ G. O. Ms. No, 597, Public (Services-A), dated 24th March 196S. ] - 
; (C. S. No.8, dated 31st March 1966.) 
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Notes.—(1) Rules 17 (8) (i) of the Madras Civil Services (Classification, Control 
and Appeal Rules), jays down that the proceedings in discip'inary cases shall 
contain a sufficient record of the evidence and a statement of tke finding and the 
grounds thereof. 

(2) In every case in which an appeal is rejected the appellant should be 
informed of the fact and the reasons for itvide. also paragraph 57 of the Manual. 


(ii) Review or revision petitions —Ii such petitions adduce no 
grounds other than those dealt with in the order at issue the fact should 
be stated and no further reasons need be given. If new grounds are 
adduced, they should be briefly dealt within the order. 


(iii) Other petitions—When petitions are rejected on technic 
grounds, the rule or rules under which they are rejecied should invariably 
be stated. 


(2) Orders on petitions—Copies of orders passed on petitionc 
should, as far as possible, be delivered to petitioners 1n person, by the 
officer passing the orders, the date of delivery being noted in the order, 
Where this is not recticeble, the order should be sent to the subordinate 
revenue officers, who will deliver it to the parties concerned, after 
noting onthe order the actual date of delivery. If, however, the peti- 
tjoner’s postal address is known, the orde1s may be sent by post. 

- Noves.—(1)_ Orders of the Board and Government on revenue petitions should 
on receipt by the Collector, be delivered at once ta the parties if they happen to be 
near the Collector's station. The Collector should deliver them in person in open 
cutcherry if the parties attend, and if they do not, the orders shouid be sent to them 
either by. one of the Collector’s peons or through the Taksildar of the taluk -where 
the petitionets happen to reside or by post where the petitioner’s postal address is 
known. When orders of the Board and Government are not addressed to the peti- 
tioner direct the Collector should see that the purport only of the orders, or so much 
only of the text, hereof 2s bears immediatcly oa th. pcotitioners’ representa tions, 
is communicated to him Copies or abstracts cf correspondence with authorities, 
consulted by Board or, Government are communicated to the Collector for his own 
information, and should not be commun cated to petitioners without special per- 
mission. | | 
Fe’ (2) All orders on petitions, etc., sent to private individuals which fail to be 
delivered and are consequently returned through the Dead Letter Office should be 
destroyed after making a note to that effect against the entry relating to the paper 
in the. current or the petition registers concerned, any enclosures to the.petitions so 
returned being filed with the connected records. 

(19) Return of encolsures.— All enclosures to petitions cr cppeals 
except copies of the orders appealed against should be returned to the 
parties concerned with the orders ontheir petitions or appeals. Copies 
of the orders appezled against should be retained in the office from 
which finalordersissue. The petitionsthem selves should not be returned, 
unless they are of a routine character. - 

(20) Copies of correspondence regarding petitions.—Save in those 
cases where the public interest would suffer by compliance with the 
application, petitioners appealing to district authorities cr to the Board 
are entitled to copies of all correspondence relating to their case, subject 
to the payment of the usual stamps and fees— Vide Board’s Standing 


Order No. 173, paragraph 9. 
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Nerss.—({1) Copies of orders passed on petitioners should be furnished to the 
tarties concerned free of cost. 


(2) All officers should when granting copy of any order subject to appeal, 
append note to the copy, stating the authority to whom and the time within which, an 
appeal may be preferred. 


XXIII. Miscellaneous. 


168. dccuracy essential—(1) Reports and Returns.—In submitting 
periodical reports, Collectors shculd aim at absolute accuracy of 
detail, Not only do inaccurate figure : often lead to erroncous inferences 
being drawn, but ifapproximate figures are accepiedinthe frst instance 
there iS no assurance that they will be coirected afterwards; and unless 

the figures are accurate the report may become useless for future ref- 
erence. 


(2) Reports by Divisional Officers.—As a rule, Divisional Officers 
should not be called uponto compile and furnish pericdicel reports and 
returns complete to the Collector’s Office when the information required 
can be ob:azined from the taluks and digested and compilied in the 
Collector’s Office. Divisional Officers should only be called on to 
submit reports whentheir opinions onspecial points are wanted. Arrange- 
ments shculd however, be made to keep Divisional Officers informed. 
of correspondence between the Collector’s Office.and Tahsildars the 
papers either passing through the Divisional Officer, or copies being 
sent for the Divisicnal Officer’s information. 


(3) List of periodical reports and returns.—A list 0: the principal 
periodical reports and returns due from Collectors to the Board, and 
from the Board to Government, is shown in the calender issued by the 
Board. A similar list has beenissued by the Board in regard to reports 
and returns due from Taluk offices to the Collector as well as the pivisi- 
onal Officer. 


Note.—The Collector should send monthly to each Divisional officer and 
Tahsildar in his district at this reports and returns overcucs for more than a month 
with instructions to return the list within a fortnight with a brief note in the officer’s 
own handwriting explaining the cause of the delay in each case, 


169. (1) Public holidays—All public offices must be closed on 
Sunday, and charge of an office should not be assumed on that day 
unless such a courses absolutely necessery (see the instrv.cticrs under 
rule 17 of the Fundamental Rules). All public offices will be closed on 
(1) the holidays mentioned inthe explanation appended to section 25 
of the Negotiable instruments Act XXVI of 1881, (2) the days declared 
by Government by notification under that section to be public holidays 
and (3) the days declared by Government, otherwise than under the 
Act, to be public holidaysin Government offices. All Government 
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offices under the controlof the Tamil Nadu Government shall be closed 
on all p2naltimate Saturdays except the Penal imate Saturday in the 
month in which Décpavali falls. Complete lists of thesc holidays 
notifi;d by App-ndix The grant of any other holidays without the 
are permission of Government strictly prohibited. 


Compensatory holidays —The following are the conditions under 
which a Government servant who is called onto atiend office on a public 
authorised holiday may be granted another holiday in its place when 
opportunity offers :— | 

(i) No compensatory holiday can be claimed as a matter of 
right. It shall be within the discretion of the superior officer competent 
to grant casual leave, to admit a claim for compensatory holiday. (In 
the cases of officers like those belonging to the I.A.S., in respect of whom 
formal sanction of casual leave is not necessary the authority to admit 
a claim for compensatory holiday shall be the Government in the case of 
Collectors, Secretaries to Government and Heads of Department ; 
and the Head of the Department in other cases.) 


(ii) No compensatory holiday can be availed of unless there 
has been prior credit of such a holiday to the Government servant's 
compensatory holiday account. The authority competent to grant 


credit for compensatory holiday shall be the authority referred to in 
rule (i). 


(ii) To be eligible to claim credit for a compensatory holiday, 
an application shall be made within one month of the Sunday or other 


public holiday on which a Government servant attended to Government 
work. 


(iv) Whenever orders are passed admitting credit for a compen 
satory holiday, the fact shall be entered in the casual leave register, on 
the page allotted to the Government servant, by opening a new columa 
to indicate compensatory holidays. 


(v) No Government servant shall be entitled to u credit of more 
than ten compensatory holidays in all in a calendar year. 


(vi)JEvery compensatory holiday shall automatically lapse. at 
the end of three months of the holiday to which it relates, = 


(vii) Compensatory holidays may be combined with casual 
leave or authorised public holidays subject to the condition that the 
total period of absence shall not exceed ten days, 


A Government servant touring on public authorised holidays in 
connection with the performance of his duties, is not eligible for com. 
pensatory holidays in lieu of holidays on which he performs journey, 
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_ ..2, The new conditions regulating the grant of compensatory holidays 
“will not apply to such holidays earned prior to the 21st February 1967. 
In regard to such holidays, the conditions in force prior to the issue 
of this amendment will apply. 


[G.O. Ms. No. 362, Public (General-M), dated 21st February 1967,] 
[G.O. Ms. No. 1491, Public (S2rvice-A), dated 27th June 1967.] 


3. If possible a Government servant of the religious persuasion 
which observes a holiday should not be called upon to work on that 
day. 
| Nove. Provision should be made by heads of offices for the despatch of emergent 


business during holidays and the necessary atrangements made for the sale of stamps 
10 the public on all days, excepe those on which by general consent, business is sus- 


pended. 


170. (1) Payment of  salaries—Responsibility for disbursement.— 
Collectors should make such arrangements as will secure to every sub- 
ordinate the receipt of his full pay. They should hold some person in 
each department responsible for the correct disbursement of the salaries 
of the officers and servants composing it. This will not, however, divest 
head of offices of the responsibility mentioned in Tredsury Rule 32 and 
subsidiary rules 4 (a),(b) and (d) under Treasury Rule 32 of the Tamil 
Nadu Treasury Code. 

Note. In the Coellector’s office the Huzur Treasurer, in Civisional offices’ the 


head clerk and in taluk offices, the Headquarters Deputy Tahsildar will be responsible 
for the correct disbursement of the salaries of the establishment. 


(2) Alterations in salaries.—Coilectors are not at liberty to make 
any alteration in the scale of salaries of their establishments without 
spécial sanction, and the salary of an officer on leave is not at the disposal 
of the head of the office for distribution among the other clerks other- 
wise than in accordance with the Fundamental Rules. When an officer 
goes on leave, another should usually bé appointed to act for liim, so 
that the full strength of the office may be kept up. 


(3) Pay of public servants absent on duty.—Collectors have dis- 
cretionary authority to disburse the pay of public servants absent on 
duty to persons empowered by them to receive it at headquarters, but 
care should be taken that all salaries are drawn in the real names of the 


servants concerned. | | 

. j ae 

| (4) Payment of saiuries to village officers.—The - procedure outlined 
in Articles 52 to 64 of the Spécial Funds Code should be followed. 

(5) Recovery of overpayments.—Overpayments dré recoverable in 


the first instance from the Government servants who havé received them, 
but itt cases in which the recovery cannot be so madé from the payees, 
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(c) A register should be opened showing the number of the 
machine, the date of supply, its original cost and the date and nature of 
all repairs carried out with the cost of such repairs. In the first week 
of each month the register should be submitted to the Personal Assistant 
to the Collector in the Collector’s office and the head ofthe office in 
either officers, who will satisfy himself that the expenditure on repairs 
have not been excessive and initial the register in token of verification. 


(B.P. Press No. 827, dated 10th June 1966.) 


172. Chronology.—A table is given in Appendix CC showing the 
correspondence among the years of the six eras in general use in this 
State from A.D. 1723 to A.D. 1940. A daily correspondence between the 
first five years in the table from A.D.1751 to A.D, 1850 will be found in 
Brown’s Ephenioris copies of which have been furnished to all Collectors. 
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APPENDIX M. 
[Paragraph 158, sub-paragraph 1 under section J, Note (i), 


Arrangement of papers under the flat-file system. 
The following arrangements to papers should be observed in the flat-file system :—- 


First_—The note for orders or the draft order if on a separate sheet. If the draft 
order is based on a note for orders the draft will be placed first ard the rote sccord, 


Second.—The cutrent or currents chronologically, that is. the one of the earliest 
or oldest date on the top. Each current shouid be proceeded by the docker sheet, its 
enclosures if any being placed immediately below in chronological order, When there 
are no enclosures, the dcvket sheet should be on the tcp of the current inthe event of 
a note for orders, which has been circulated, resulting in a reference. the note and the 
craft reference will follow the current to which they relate and precede the current 
which is a feply to the tefetence. The subsequent note for orcers or draft will take 
its place at the head of the file when sent in citculation. When the head of the Office 
orders a Teference to issue on a note for orders before, the file is circulated , the place 
of the reference is between the current on which issue and that which is reply.to it. 
The place for the note for order will deperd on the circumstances of the case, 
when, however, the note for orders or the reference is written on the docket sheet 
of a current, it will not affect the rule that the docket sheet should always precede its 
clrTent. 


Third —-The put up papers. The arrangement of these will be the reverse of that 
of the current. That of the latest or newest date will invariably be placed at the top, 
and that of the earliest or oldest date at the bottom, All papers will be face upwards, 


2. Ifthe draft order is of a routine nature i: will be entered on the docket of current 
of the earliest date, so that it will be at the top of the file and can be read without the. 
file being disturbed. 


3. All references of a date subsequent to the introduction of the flat-file system, 
must be placed in the file without being folded. Earlier references must not be put 
flat, for the dockets are not suited to the flat arrangement: They should be taken 
that they are not loose in the file, but typing is not always required to keep them secure 
It will often be convenient to arrange the folded references into bundles, side by side 
so that the current and other flat papers may lie evenly on them. In this case the 
earlicr papers should form the bundle on the left and the later ones that on the right. 


4. All papers arranged on the flat-file system should be stitc!.ed at the left hand 
top corner, and the dockets similarly stitched should always be at the top of a file. ~ 


5. Books, rolled maps, etc., should not be tied with a flat-file, but sheuld be sent 
separately with a slip showing to what currents they belong. “— 
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6. After a file is disposed of, it should be arranged as follows, beginning from the 
top :— 
Docket. 


Parlier current. 

Enclosures thereto. 

Reference thereon. 

Later currents and enclosures. 
References, if any, thereon. 
Latest current. 

Note for orders. 

Final disposal. 


APPENDIX N 
(Paragraph 158, sub-paragraph 1 under section I, Note (2).] 


LIST OF RETURNS WHICH, WHEN BLANK OR CONTAINING FEW ENTRIES, SHOULD BE 
SUBMITTED ON BLANK CARDS OF THE PRESCRIBED SIZE. 


(1) List of unanswered references. 
(2) Intimation of dates of submission of budgets or reports. 
(3) Reports of return to duty or arrival at headquarters. 
(4) Report of maintenance of inventory of stores by Civil Department. 
(5) Return of lands held by officers. 
(6) Statements of expenditure from State funds on grants-in-aid. 
(7) Reports on pilgrims proceeding to the Hedjaz. 
(8) Statements of casualities among Carnatic Stipendiaries. 
(9) Rewards statement. . 
(10) Fees to Public Prosecutors. © 


(11) Statement of presses worked and periodicals published. Specimen form 
(on a post eard) to be adopted in reporting that returns are blank, 


The following returns for the ending “are blanks— 


(1) List of unanswered references. 

(2) Return of lands. 

(3) Report on pilgrims proceeding to the Hedjaz. 

(4) Fees to Public Prosecutors. 

(5) Statement of presses worked and periodicals published. 
(6) Return of unclaimed property. 


Date : . 
Station : ; ' + Collector. 


Note.—A cross should be mate against the retura or returns egarding which an 
aiect is reporting. tee : se 
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APPENDIX 9 
7 [Paragraph 158, sub-paragraph 1 under section I, Note (5).] 


Rvuies REGARDING THE FORM, ARRANGEMENT AND CONTENTS OF COMMUNICATION 
FROM SUBORDINATE OFFICERS TO GOVERNMENT. 


Form of Communications. 


J. The papers on which communications are made shall be 614 inches or 13 inches 
in length as the case may be, and ordinarily 814 inches in width in cases where wider 
paper is found necessary the width shall be some multiple of 814 inches. Enclosures 
shall be on paper of similar quality and size, except where there is special cause to the 
contrary (e.g., in the case of a stretch, plan or original enclosure), ixclzsion Exact- 
ness of width is necessary to prevent filed papers from being ‘orn. 


II. Papers shall be folded and creased as little as possible. Li nethy communica- 
tions, or those accompanied by large files or numerous enclosures, shall be sent though 
the post (unfolded) between thin card-boards. Envelopes intended for fi: t-files 
shall on no account be used for enclosing communications of less than twelve 
sheets of foolscap. 


III. Plans, maps, etc., which would be damaged by folding, shall be despatched ° 
in the tin tubes or cases, Each plan or map should be provided with a thick inside 
wrapper in addition to the outer wrapper—not necessarily of the length of the plan 
or the map— indicating clearly the office from which it is sent and the number and’ 
date of the letter to which it forms as « nclosure. : 


IV. The use of post-cards for any class of communication to Government is 
prohibited. a. 


V. The name as well as the official designation of an officer shal} be set out at — 
the head of every letter, memorandum or proceedings issued by him or from his office . 
on his responsibility, irrespective of any signature which may be given by procuration © 
at the end and irrespective of the authority or person to whom it may be sent. When 
a copy is enclosed of a letter, etc., issued by another officer, or from his office on his 
responsibility, the name and official designation of such other officer shall not be 
omitted from the copy. 


Arrangement of papers, 


VI. The arrangement of the papers shall be regulated by the following instructions. 
The letter or proceedings, as the case may be, shall be Placed first. Below the letter or 
proceedings shall be placed the enclosures, if any, arranged in chronological order 
the earlier papers above and the later below. The whole file shall be connected by a 
single tag. a hole being bored for the purpose with a punch in the top left-hand corner. 
The ends of the tag should be left open and should on no account be tied. Pins 
should never be used. 


The above rule does not apply to communications from the Board 
Ali pspers read in Proceedings of the Board of Revenue should, if it is eid ad 
them to be sent up to Government, be arranged in chronological order before the 
text of the resolution, and all enclosures or statement appended to Papers read should 
be placed immediately after the paper to which they form an enclosure. 


VII. In cases where one officer transmits a communication to Gove: 
through another officer, e.g., the Accountant-General, the fact of the transmission 
shall be noted immediately below the entry of the designation of the officer to wham 
it is addressed, e.g., to the Chief Secretary to Government (through the Accountant- 
General). To avoid mistakes in despatching, this entry should be written in red | 
ink, or of typewritten, underlined in red ink, : 
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If there is no enclosure to the original communication, the transmitting offices 
shall commence his endorsement immediately below the signature of the forward- 
ing officer continuing the endorsement, if necessary, on sheets added to the original 
communication. 


If there are enclosures to the original communication the transmitting officer shall 
being his endorsement on a separate sheet which together with other sheets, if any 
containing this communication shall be added after the enclosures of the original 
communicate In neither case is a second tag to be added by the transmitting 
officer. 


VIII. When returning to Government an original communication referred to him 
for remarks, the officer replying shall maintain the file of papers in the order sent to 
him and shall treat his reply as a fresh communication, tagging it after the original 
(referred) communications. 


IX. When only enclosures to a Government “‘ Current number” are returned 
by an officer to whom a reference has been made, these enclosures shall be placed 
together in the order in which they are received, immediately below his letter and 
before such further enclosures as he may find necessary to forward with his reply, - 
and shall be guarded by fooiscap sheet with the following entry on the face of the 
first sheet: °' Original enclosures received with No. , dated 
returned *. 


X. When a file is voluminous it may be broken up into two or more portions 
enclosures which are of such a nature that they will not readily lie in book form 
(e.g. sketches and plans) can be kept separate. 


XI. When enclosures cannot be attached to the communication to which they are 
enclosures, and are sent to Government a separate packet a sheet shall be attached 
at the top of the file of enclosures by the tag, giving the number and date of the come 
munication to which they refer and the office from which it issued. If this cannot be 
done, the number, date and office should be entered on an inner wrapper round the 
enclosure or file enclosures. 


XII. Enclosures shall be clearly numbered at the head of the first page, “ En- 
closures Nos. 1 and 2, etc., to letter No. , dated 
Statements appended shall be similarly treated. 


There do not require dockets. 


Contents of Communications. 


XII. Communications addressed to the Government shall, as a rule, be com- 
plete in themselves and independent of enclosures. ‘Enclosures of importance can 
be forwarded but merely for possible reference on points of details. .An exception 
to the rule here given will be where the case is simple and contained in a few words 
and where a brief covering letter or endorsement lays the matter before Government 
with sufficient clearness. But this method will not be permitted where it indicate want 
of attention to the matter in hand by the officer addressing Government. 


XTV. tn forwarding enclosure, it should be noted that they can often be for- — 
warded in original to be returned when no longer required. Also that they should 
never be forwarded in extenso when extracts will suffice. os 


XV. When an officer in immediate correspondence with Government has to submit 
views based on those of various subordinate officers, a brief precise of the letter shall, | 
in the majority of cases, accompany the letter written to Government. Such precise can. 
conveniently be in a tabular form. , ae fhe 2 8, EY SE 
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XVI. The Government ordinarily receive communications on different subjects 
from the officer only who is the head of rhe executive department immediately con- 
cerned as for pistance cha revenue subject from the Board of Revenne only, on an 
educational subjects from the Director of Public Tasiuction only. ete. Such officers 
shall before submitting reports, do their best to make them complete and independent 
of reference to other departments. Thus, where it is plain that the opinion of the 
Surgeon General will be acquired by Government before disposing of a paper from the 
Board of Revenue, the latter shall the Surgeon-General prior to addressing Govern- 
ment. Later In-Communication between the consult Executive departments is to be 
freely adopted before the Government is saddressed., 


XVH. Correspondence shall be condensed as much as possible, and prepetition 
and details shall be avoided. 


XVIII. Separate letters shall be written on distinct subjects. 


XIX. Cares shall be taken not to riase general questions or to apply for specific 
orders in periodical reports. 


XX. When application is made for financial sanction of any sort, the code or 
written authority shall, wherever possible, be quoted. 


XXII. Demi-official correspondence shall not be quoted in official communications, 


XXII. Such previous correspondence as has taken place on the same subject 
shall be quoted by date and number, adding the department if the paper quoted is a 
Government order. In addressing the Government, subordinate officers shall always 
quote the numbers and date of Government orders, where such have been communicated 
to them, in preference to quoting their own letters included to those orders. 


XXIII. The unnecessary use of terms in regional languages in English corres- 
pondence shall be avoided. Whenever it may be found necessary to introduce such 
terms, the qeuivalent in English shall, if possible, be given. All enclosures in the 
regional languages shall be substituted with an English translation. 


XXIV. Dates shall be ordinarily given for calendar years alone. If it is necessary 
to give them according to the fasli (cevenue) or other special year, the corresponding 
calendar year shall also be given, and, if necessary, the date and name of the English 


month. / 
XXV. Officers shall adopt an intelligible signature. 


XXVI. Officers addressing the Government can do so either by letter in the first person 
or by endorsement in the third person. The latter of these two courses as permissible 
in trifling cases only. Tabular Statements can be lorwarded under the signature merely 
of the sending officer and without a covering communication. 


The Board of Revenue is permitted to address Governmnet by proceedings. 


XXVIL Every letter should be carefully punctuated, the paragraphs should be 
numbered, and the fair copy made as complete as possible and ready for rhe press, 
Marginal notes and entires which ential much trouble in printing should be avoided 


as for as possible. 


Afnote shall be made as follows in red ink at the foot of all important letters that 
are likely to be printed or of orders on which it is essential that a larger number of spare 
copies than usual should sbe supplied:— 


* Tt ig requested that spare copies of the order on this latier may be furnished,” 
§06-1—~-1 4 
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Covers. 


XXVIT. Covers containing official correspondence, which 1s not of a contidentia! 
nature shall be addressed to the officer for whom they are intended, by his official 
deisgnation only and without the addition of his name. 


XXIX. Demi-official covers should ordinarily be addressed to the officers for 
whom they are intended both by his name and by his official designation. Should 
the officer addressed by name has vacated his appointment, his successor or /ocum tenens 
should open such covers and deal with the communications enclosed if he is com- 
petent to do so. I[f not competent, he should rerurn them to the sender with and 
intimation to that effect and should treat any information thus obtained as 
confidential. Demi-official communications which are intended to be opened by 
the addressee and by no one else should be enclosed in covers addressed to him by 
name only, his official designation being omitted. If he has vacated an appointment 
and they are delivered to his successors or locum tenents they should be forward to 
him direct if his address is known and if not rerurned to the sender. 


XXX. Confidential papers shall be placed in doubie covers, the inner over being 
sealed, marked “Confiednetial” and superscribed with’the name only of the addressee, 
the outer cover being addressed in the manner prescribed in rule XXVIII above. Both 
covers shall be of strong material the innerenvelope being as nearly as may be of the 
size of. the outer one. 


XXAT. All letters sent by Government officers in their official capacity in reply to 
communications of any kind received from private individuals or associations shall be 
despatched ‘“‘service paid”. 


XXII. Private posiage stamps shall be used on official covers addressed to 
foregin countries or the prepayment of postal articles to be transmitted by the foreign 
post. 


XXXII. Applications for leave shall be submitted by Officers in letters post paid. 
Any such applications forwarded officially by superior officers shall be treated like 
any orhersofficial communications, 


GENERAL RULES. 


XXXIV. [In forwarding draft minutes of appointment or suggestions regarding 
appointments heads of departments shall be careful to draw special attention to cases 
in which such drafts or suggestions contravene any order or rule of the Tamil Nadu 
Government, or the Government of India, 


XXKXV. In all official correspondence if the incumbent of appointment is other 
than menial the words “Sri”, “Srimathi” or “Kumari” should be prefixed to the names 
of Indian Nationals irrespoective of the race or religion to which they belong and in 
the case of foreigners the word ‘‘Mr.” should be used. 


XXXVI. As the name of the person concerned should be published in full in all 
notifications relating to individuals which appear in the fort St. George Gazette, 
heads of departments, in submitting io Government , proposals which involve gazette 
notifications relating to such events appointments and investiture of powers, etc., 
shall enter in the draft notification the full name of the individual concerned. 


XXXVI. Heads of departments in submitting papers connected with charges 
against public servants and other miscellaneous reports shall forward English tran- 
lations of material documents only. Bulky packages of papers in regional languages 
having little, if any, real connection with the case under consideration shall never be 
sent.” 
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XXXVI. All representations to Government regarding ajterations in the scale 
of supply of stationery or of rules ip the Tamil Nadu Stationery Manual should be 
submitted through the Controller of Stationery and Brintimg, Madras. 


NASTX. An additional carbon cory shall be furnished of such wommmunications 
as arg submitted to Government typewritfcn and which mvolye proposals on the 
undermentioned subjects : ~ 


Allowances. 


Appointments and notifications for the gazette, other then those relating to 
land acqusition. 


Appointments of prosecuting inspectors. 
Arrear of pay. 
Article 30 of the Tamil Nadu Financial and Account Code. 
Rule 38 of the Tamil Nadu Travelling Allowance Rules. 
Certificates of identity. 7 
Construction by Railway department of buildings for the Railway Police— 
3 copies. 
Commutation of pensions. 
Defence or cases instituted against public servants— 3 copies. 
Establishments—Revision of—-and entertainment of additional. 
Estates of deceased emigrants. 
Fees for services rendered as examiners. 
Foreign service—-Transfer to, 
Funds—Aliotment of. 
Funds—-Reapropriation of. 
Funds—Surrender of. 
Grant of full pay to officers in temporary appointments—3 copies. 
House-rent—3 copies. 
Kandyan pensioners. 
Licences under the Indian Christian Marriage Act. 
Lion on permanent appointments—3 copies. 
Liveries. 
Permanent advances. 
Police Provident Fund—Exemptions from subscription to. 
Police Provident Fuad—Temporary withdrawals from. 
Purchase of tents —-3 Copies. 
Purchase of articles of Indian or foreign manufacture. 
Returns of sacred offices, from the Registrar-General or Births, Deaths and 
Marriages. 
‘Rewards for meritorious services. 
Rubber stamps. 
Seals—Supply of. 
Stationery. 
" Shipping casualties. 
Typewriting machmes. 
Works to be carried out by the Public Works Department, 


cn" af —14A 
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XL. In order to prevent unnecessary correspondence, : proposition stataments. 
shall be submitted concurrently with arplications for reMkion of establishment. 


ae! [See Article 67a). and (hy ofthe Tamil Nadu Financial Code, Vol. J, 


INDENTS FOR STORES 


XLI. The following instructions shall be observed in the preparation of indents— 


Instructions regarding the preparation of indents. 
1. On the front page of the indent, the following information should be givne :— 


(?) Head of service (number and description) and whether “Central” or “‘State”’ 
the name of the State in the latter case being given, e.g., “41. Civil Works—-Central 
or “41. Civil Works—Tamil Nadu State.” 


(ii?) Whether “centralised ”or “ decentralised ”. 
(i?) Whether “Voted” or ‘“Non-voted”. 
(iv) A certificate of funds in the following form :— 


“Funds provided in the High Commissioner’s budget for the financial year 
1925-26,” 


N.B.—If no provision exists in the High Commissioner’s budget (although it may 
exist in the Indian portion of the budget of the Government concerned) the indent 
should be accompanied either by a formal order transferring the necessary provision 
or by an intimation from or with the concurrence of Government that the indent 
may be compelled with, and that funds will be transferred to the High Commissioner 
budget for the financial year concerned (the year being always stated). 


2. It is not desired to restrict indentors to the ‘use of a particular indent form, 
but it is suggested that the specimen form (Form-I) annexed might be adopted as a 
model where revision or reprint of existing forms is considered necessary. 


3. Indents should be sent in sextuplicate. If the indent is accompanied by lengthy 
specifications, three copies of the latter will suffice. If the indent is accompanied 
by drawings, these should be tracing. If for any reason tracings cannot be sent, not 
less than six ferro prints are desirable. vs ie 


A. Indents may be either printed or typewritten but should not be in manuscript. 
Indents for European stores should in future ordinarily be typewritten. They may 
be printed without the special sanction of the Government, if they are expected to 
cover more than ten typewritten pages of: the skeleton indent Form C.F. 275, the 
maximum number to be printed being restricted to twelve. The special sanction of 
Government should be obtained in each case in which indents likely to cover ten type- 
written pages or less ave to be printed or in which more than twelve printed copies 
are required. 


« 5 Where the charges for stores are to be passed through the Remittance Account 
for final adiustment in India (e.¢., stores for the Government commerical undertakings 
stores debitable to local funds. etc.,) the indents should be clearly noted to that effect 
and a ceftificate given that the necessary funds are available. in. India. 


+ ae fae 


a. 
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6. In the cases of demands made by telegram, ail essential data should be included 
also-the address to which the stores are to be despatched, the estimated Cost, the 
see of service, and intimation that provision is included in the High Commissioner’s 

udget. 


§7. Indents should be transmitted as early as possible in the financial year in which 
the funds are provided, and wherever practicable, should be despatcaed from India 
so as to arrive in London by at the latest the 30th November. No useful purpose is 
served by certifying against the grant for a given financial year indents which are sent 
forward so late that they obviously cannot be complied with and paid for within the 
financial year. 


8. Indents sent forward in one financial year which are to be met from funds which 
are expected to be provided in the budget for the ensuing financial year should invari- 
ably state either (a) that orders are not to be placed until the funds have been voted or 
sanctioned, or (+) that the Government concerned concur in the orders being placed in . 
anticipation of the necessaty provision being made in the budget for the ensuing year 
(it being, of course, understood that no payments will actually be made before the 
commencement of the financial year in which the necessary provision is made). 


9, Each item should be separately priced, in pounds sterling and additions should be 
made at the end of the indent for the estimated cost of freight, and, where ap>licable 
for departmental expense, etc. Shillings and pence should be omitted where these 
can conveniently be done. No items should be left unprised, a rough estimate being 
inserted where reliable information of the cost is not available. = 3 


10. Each indent should be confined to one financial year and to one head of service 


« 


11, When sending to the India Store Department, London, indents which are subject 
to financial limits, a separate limit should be shown for each item. In such cases 
it is preferable to state that the limit of the sum allotted for each item should not be 
appreciably exceeded rather than to impose an absolute limit which must not be 
exceeded. It is advisable in these cases to leave it to the discretion of the Director- 
General whether— 


(i) Stores under any one item should be purchased up to the limit of the; amount 
allotted againts the item and the balance of the item referred to India for further 
instructions, or . 


(ii) The whole item should be referred to India before any order is since Or 


(iii) the item should be ordered in full when; is known that savings more than 
covering the excess have been effected in the purchase of other items in the same 
indent. 


ae 
12. The date on which the stores are required to be landed in IMdia should be stated 
detinitely. Vague phrases such as * urgently required”, ‘as soon as possible ”” etc. 
should not be used . A brief explanation of the urgency stiduld be furnished when 
necessary, especially in cases where the success of a schenfe depends upon the early 
arrival of store. 
13. The address to which the stores are to be-cofsigued should be clearly stated ; 
should prefereably consist of— 9 y stated and 


,(1) the game of the department ot title of officer ; 
A(2) the town; and - 
(3) ,the Indian port of landing. | 
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14, The items should be numbered consecutively, only single series of numbers 
being used in an indent. This applies also to indents sent in the form of a letter. 


15. When demands hiave been made by letter or telegram, confirming indents are 
unnecessary and shouldjnot be sent. 


16. When correspondence has taken place between indenting officers and manu- 
facturers or direct quotations obtained, it is essential that copies of suchicorrespondence 
should accompany the indent. 


17. When it is desired that supply should be restricted to a particular firm a specific 
statement to that effect should be made in the indent, and the reason briefly for the 
information of che High Commissioner. As the general instructions of the Govern-" 
ment of India require that competition in supply must be obtained wherever practicable, 
such restrictions should be exceptional catalogue references and references to previous 
supplies are very useful but in the absence of any special marginal not are interpreted 
as merely indicating the type or description of article required. The date if any 
catalogue quoted should be given. 


18. When indenting for plant, machinery or electrical apparatus, the purpose for 
which it is required should be stated as fully as possible or reference given to a previous 
suitable supply. In the absence of information to the contrary it is assumed that the 
latest model or type of the machine demanded will be acceptable. If for any reason 
an exact duPlicatfe of an old type required this should be stated. 


19. Indents for spare parts should be complied from makers’ spare parts catalogue 
where available, and care should be taken to quote the correct symbol number and 
nomenclature or code word applicable to the particular type of engine or plant. The> 
maker’s number of the machine should also be stated. Failing this, the date and source 
of original supply should be given. 


20. Supplies of certain bulky articles, such as stoneware pipes, rain-water pipes, 
light castings, etc., are usually sent out unpacked a percentage increase being made to 
the quantity actually required in order to cover possible breakages in transit. When 
such addition has been made by the Indenting Officer, the indent should be noted to 
that effect, in the absence of such note, the addition will be made by the Store Depart- 
ment. 


21. When drawing are asked for in indents, they or usually despatched immedj- 
ately after the plant has been inspected and approved. When advance drawings ar 
required for foundations or o-her reasons, the demand should be noted accordingly. 
Instructional and erection drawings should always be asked for when demanding 
unfamiliar or complicated plant and machinery, 


22, The stores should be examined immediately on the receipt at destination, and 
whenever possible, under the personal supervision of responsible officer. . 


23. Particular attention should be given to the instruction on the front of the 
Packing Account, which should be in the hands of the Supervising Officer during the 
examination of the stores. 


%4, If the stores are found to be in accordance with the particulars in the Packing 
Account, a receipt should be furnished it the followiag terms -— ; 


“Stores received... .(date) aod cxamined...... (date) found to be correct as 
to quantity and in accordance with the particulars in this Packing Account ”, 
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25. All articles not enclosed in packages, or loose bulk consignments, are held to 
have been counted or weigacd by the maiter of the vessel on shipment consequently 
any discrepancy should first be referred to the Port Officer, with an enguiry whether the 
ship discharged the full - quantity. ' 


26. Should any articles appear to have original defects, samples upon which judg 
ment may be formed should in all cases be sent to ihe Direcior-General, India Store 
Department, with the complaint whether it relates to qualtity or to pattern. 


27. If any article not described in the Packing Account be received ; full particulars 
thereof should be entered inthe Packing Account, and reported by letter to. the 
Direcror-General, India Store Department. 


28. The Packing Account should in all cases be signed by the Senior Officer of the 
Department at the station to which the stores are consigned. 


29. When any discrepancy, except as provided for in paragraph 30, is found on 
receipt of the stores , and especially where early replacement is required, it is requested 
that the earliest possible intimation may be made by letter addressed to the Director- 
General, India Store Department, Lambeth, London and a reference to this letter noted 
on the Packing Account. This letter should quote the shipping number of package 
and name of steamer by which the stores were shipped. In the case of damage the 
reports should state whether it is considered to be due to defective packing or to rough 
handling in transit and in what condition the case containing the stores was received 
by the consignee. In the case of deficiency, it should, in addition state whether the case 
showed any indication of pilfering in transit and whether the weight on receipt agrezd 
with the weight shown on the Packing Account. 


30. When discrepancies are discovered and are considered not of sufficient impor- 
tance to be reported, having regard ro the value, nature of the stores and Percenrage of 
loss, the receipt on the Packing Account should be qualified as follows *‘ Except for 
sundry trifling discrepancies on which no action is required.” Reports of trial discre- 
pancies or breakages should be avoided, since correspondence with suppliers in cases 
in which the value involved is trivial is liable to prejudice the settlement of more impor- 
tant claims. 


3t. It should invariably be stated in reports and Packing Accounts whether replace= 
ment is required or not. [n ordinary circumstances, repaleement will not be made 
unless specially asked for. 


Pustrc DEPARTMENT. 


XLIL. Heads of Departments, in submitting applications for leave from military 
officers in civil employ, shall in variably specify the country 10 which the office intends 
to proceed. 


XLII. All reports and notes submitted annually for the State Administration 
Report shall be superscribed in red ink, “ FOR THE STAHE ADMINISTRATION 
REPORT”. - _ : 


XLIV. District Magistrates should forward to the Chief Secretary to the Govern- 
ment copies of all declarations under the Press and Registration of Books Act, 1867 
immediately after they are made. They should keep bound registers of all d clarations, 
in Form If corrected upto-date, and for that, purpose will arrange to get the necessary 
information promptly from the suhordinate magistrates before whom declaration 
may be made. An annwal statement in this form of all newspapers and periodicals 
published within their respective jurisdiction should be submitted by District Magistrates 
to the Chief Secretary to Government not later than the Ist February of each year. 
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XLV. Notifications relating to Indian Treasure Trove Act, 1878 which are intended 
io paion in the Grzette of India, shall be forwarded direct to the publishers of 
aft Gazette. 


Home DEPARTMENT. 


XLVI. Applications in respect of the following matters shall be submitted in the 
form specified agains: each :— 


(i) For magisterial powers (G.O. No. 445, Judicial, dated 8th March 1906)— 
Form Hi. 


(2) For power to take down evidence in English under section 357 of the Code of 
Criminal Procedure (G.O. No. 445, Judicial, dated 8th March 1906) --Form IV. 


(3) For the appointment of Honorary Magistrates (G.O. No. 2657, Home, dated 
20th September 1956)—Form V. 


Applications for the appointment of Special Magistrates for the trial of offences 
punishable under the Towns Nuisances Act shall be accompanied by a draft notifica- 
tion in Form VI. 


XLVI. (1) A Magistrate or Court on passing an order under section 466 (2) or 
471 (1) of the Code of Criminal Procedure, 1898, detaining a person in the Ment-! 
Hospital, Madras, for sale custody, shall if the lunatic is confined in a sub-jail 
forward to the District Magistrafe two copies of the following documents :— 


(a) The Judgment of the Court. 
(b) Deposition of the medical witnesses. 


(c) Medical history sheet in Form A prescribed in G.3. Ms. No. 978, Home, 
dated 10th April 1957. 


(2) If the Junatic is confiend in a district or Central Jail, one copy of the said 
documents shall be forwarded to the Superintendent of the <‘l, and one copy to the 
District or Chief Presidency Magistrate. 


(3) The District of Chief Presidency Magistrate or the Jail Superintendent, as the 
case may he, shall arrange for the teansfer of the lunatic 1» the Madras Mental Hospital, 
and shall at onec give notice of the transfer to the Superintendent of the Mental Hospital, 
forwarding to him af the same time one copy of the documents specified above. 


XLVHI. Applications for sanction for the emple ucnt of additional police 
constables foc plague or other special duty shall iuvaciatiy be made through the 
Inspector-Genera! of Police, who will submit his p:oposals for the orders of Govern- 
ment in the Home (Police) Department. 


FINANCE DepAv TMENT. 


XLIX. The rules regulating the procedure to be adopted in regard to obtaining 
sanction for necessary appropriation for expenditure not provided for the budget are 
contained in Chapter VII of the Madras Budget Manual.. Applications to Govern- 
ment for reappropriation of funds should be prepared by the Chief Controlling, Officer 
in the form printed in Form * N’ in the Madras Budget Manual, and submitted by hih 
to the Government in the Administrative Department. 
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1. The rulas -elating to the sunply of typewriter and duplicators ate embodied in 
Chapetr LX of the Stationery Maual’ The conditions under which the Board of 
Revenue cansanctionthe supply of typewriters are laid down in paragraph 61 (a) ofthe 
Stationery Manual. 


LI. Applications for pension in the case of non-gazetted officers will be forward of 
directto the Accouutant-Gene al bythe authorities competent to sanction their pension 
Cases in which any concession which is not within the powers of the authority of 
officer sanctioning the pension is prayed for or recommended should be submitted 
through the proper channel for the orders of the Government. 


If the authority competent to sanction the pension of an officer considers with 
refereoce to Article 460 ofthe CivilService Regulationsthatis opento question whether 
the full pension admissible under the regulations should be gtanted to the office 
owing to his unsatisfactory character and conduct, the pension application shall be 
submitted to the Government for orders with a conscise statement of the unfavourabla 
circumstances appearing against him and a sufficient explanation the eof to enabic 
the Government te form an opinion asto the property city of reducing the pension. 


LI. The Madras Port Trust Boardisauthorisedto have printed atthe Governmen 
Press, ia the Form in which they willappear inthe Proceedings ofthe Government, 
communications and papers which it desires to submit to Government in print.. The 
cost of printing the capies supplied to the Board will be paid bythe Board. The Board 
will be at liberty to supply to the Director of Staiionery and Printing, Madras the 
paper on which the copies for the Board areto be printed. 


LO. Communications to Government from Collectors of martime district or othe 
officers in connection with martime or port conservancy affiairs shal] be submitted 
through the State Port Officer. 


PUBLIC WORKS DEPARTMENT, 


LIVData statements for the calculation of rents of buildings which require, the 
sanction of the Government shall be submitted through the Accountant-G eneral. 


LY. Applications for the contimued employment of temporary establishments shall 
be ee by the Ist March Proceedings the official years for which sanction is 
requi ed, 


LVI. Proposition statements for temporary establishments required for the 
financial year, shall the show present scale ” and be submitted through the 
Accountant-General supplementalstatementsfor additionalestablishment may be 
forwarded directtothechief Engineer without exhibitingthe “ present scale.” 


LVI. Proposition statement shall be accounpanied bya covering letterexplaining 
fully the zecessarily for such demand. 


LVI. Qplications for sanction to the local purchase of stores of Eurpeant manu- 


facture shall be submitted in duplicate thruugh the General Superintendent, 
Public Works Workshops at Stores. 


LIX. Charges preferred to the Chief Engincer against subordinates of the depart- 
Ment shallbe submitted in Form VII. 


F” LX. Notification underthe Land Qequisition Act shall be submitted with com plete 
informationasto— . : ; 


(1) the sanctioned estimate from whcih the cost of the land willbe met,or - 
(2) The Government order or otcer authority sanctioning the estimate. 
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LXI. Proposal for the alteration of existing territorial lijits shall always be 
illustrated by maps. 


LXIf. When drawings have to besent by post, they shall be preparedfor despatch 
in one of the following ways — 


(a) Drawing on section paper stout dtawing paper or tracing cloth when there 
ate notsufficient ofthemto formaroll,should be folded to foolscap size and put 
between cardboards. 


(b) Type designs, blue print and maps may be treated inthe same way. 


(c) Drawings intended for reproduction wherever materialf{ of they aren, miSt 
never be folded. 


(0) Trecing paper should never be folded. 
(e) Photograpus must laways be put between carboards 


(f) When drawings ae tagged together, the tag should be,Z put § through the left 
hand top corner. 


(g) When drawings are not folded they should be rolled and put into a tin 
case. 


LXIII. Estimates inconnection with the undermentioned clases of buildings 
shall be accompanied by the information presezribed in the publications noted agains 
each classT - 


Class of buildings. Rules unde) which Infirmation 
should b2 ee 
1) 


(1) Residence for Government Officials .. Paragraphs 2J9-B, 270-F, 420, 421 of the 
Tamil Nadu Public Works Department 
Code and Pragraph 173 of Qppendix I 
to that Coee. 


4) Militar y Br ildings sd Es .. Paragraph 52, Army Regulaiions, India 
(2) Militar y Vohime XT. : 


LOCAL ADMINISTRATION DEPARTMENT. 


LXIV. Whenever lands have to be acquived fcr local fund or muacipal purposes 
t he Jocal bodied shall apply to the flollectors concerned who will take the necessary 
aciion under the Act and submit the required epplication to Government. 


LXV. When submitting draft notifications fo rthe acquisition of Land for loca] 

bodies, Collectors of the State. 

(i) the purpose for which the land is wanted 

(ii) the approximate cost of the scheme. 

(iii) whether the scheme, if the cost ecceeds, Rs. .,5C0 has reccivd the epproved 
of the completant authority under the vule prevcribedin G. O. Ms. No. 1655, 
Public Health dated th kugfist 1125; 

(iv) if such sanction has not been obtained that steps have been taken to 
ensuted the site being suitable for the purpose in view. } 

(v) if the cost of theschemedoes not exceed Rs. 2,500 by what aunhoiity 
whether Division Officer, District Health Occer or otherwise the site has beet 
inspected andits fitne ss for the purpose in liew certified. 


APPENDIX 219 


(vi) whether in the case of acquisition for burial and burning grounds the 
community coacerned hasaccepted the site proposed and whether trial pits have 
been deg to see that the subsoil ofth2 land, when required for purposes of burial 
is suitable to a suffi ient depth : 


(vii) whether inthe case of acquisition for purpose ofa school the site is 


accessible to members of all communities and has been approved bythe Educational 
authorities ; 


(viii) if the owner occupier objected has to be proposed acquisition. whethe 
other jand equally convenent or perhaps a little Jess Convenient, but sufficiently 
suitable, could not be obtained elsewhere, open to no objection or less objection 
on the pattofthe owner or occupiet ; and 


(ix) if the land is required for a sanitary purpose, whether it has been approved 
by the District Health Officer or other responsible c fficer and whether they (Collee- 
tors) ate satisfied either from personal inspection or on the repcrt ofsome 
competent ‘office , that the site is suitable. 


Form f. 
‘Rule XLI-2) 
Indent, 


(First facing page.) 


No. DEPARTBENT. 


Telegraphic Indent Code Word 
Head of s€rvic®.: 


(Number and description and whether ‘‘Central” or ‘State’ the name on. 
the State being given in the latter case.) 


Funds povided in the High Commissionet’s Budget for the financial jyear. | 
Whether ’centralised’ or ‘deent alised’. 
‘Whether * Voted” o “Non-Voted”. 
When required to be landed in India. 
Address(es) for the stores. 
(concluding with the port of Mading in Tnd'a, 


Explanation of contractions l 


iw) 
ing 
= 
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(Second page). 


Item Description Distribution Number — estimated — Remarks 
number. of stores. if any. or quantity cost. yy 

required. indentins 

officer. 


(Third page to face seond page). 


Name of contractor, Date of contract, Actual cost. Remarks. 


£oos dd. 


N.B.— This page is intended for the India Store Department only. 


FFremM IV. 
(Rule XLTV.) 


Statement of newspapers and preiodciuls publishedin the Madras State. 


Nuinber. Nate of Language of  Pluc of Name of 
newspaper publication, _purlication _ keeper of 
or periodical! and pressat pressand date Daily 
which printed. of declaration weekly 
uider or 
Seciton 4 of otherwise. 
Act XXXV of 
1867. 

CH) (2) (3) (4) (5) (6) 
Amual Circu- Name race, Name, race, Name, race, etc., General 
subscrib- lation. age (and inthe etc., of the and date of réinarks 

tion. case of Hindus) editor. — declaration under as 10 toile 
Caste and antece- section 5 of Act tuffuencen 


dents of proprietor. XXXV of 1867. etc. 


(renee Netty 
Publisher. Printer. 
(7) (8) (9) (10) (it) (12) (12) 
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Forw Til. 
(Rule XLVI. 
HoOmE DEPARTMENT. 
Received 19 ; Registered 


Application for magisterial powers under sections 12 and 37 
of the Code of Criminal Procedure. 


under what sections and 


gE 2  & & 
§ 3 s be ~ S 5 
3 § 3 x 5 3 3 
‘2 3 Be S 3 = 
= z S S \Y & 
3 om = > wm = = ha 
& 2 S 3 FOS 
Sz 3 = > & > S25 
2S > os = w © 3 
ss = es S = £ 2 3.2 
3S = 2d =, S SS * 
STS) e Z& oy =, = SF uo ; 
Sr oe st Ree Su S 3 4 
°§ 3 ag Zz? 53 2 vss <x 
v 2 v & 33 Es $ swe = 
se Og Sf 88 s3 § s8 § 
= Ss 
ae = & x wo a = & 
(1) Q) (3) (4) (5) (6) (7) (8) 
Station : Dated: No. 


Signature.) 
Additionalistrict Magistrate . 


* Column (5) should invariably give the date or dates of the grant of previous 
powers, if any, to the officer on whose behalf the recommendation is made. 


Order—R. No. , dated 19 


In exercise of the powers conferred by section 12 of the Code of Criminal Procedure, 
1898 (Central Act V of 1898), the Governor of Tamil Nadu hereby appoints 
to be a Magistrate of the class in 
the district of and under section 37 of the said Code invests hirf 
them with all the powers specified in the fourth schedule to the said Code as powers 
with which a Magistrate of the class may be invested by the State 
Government except the powers to 


(True extract.) 


Seoretary, 
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Form IV. 
(Rule XLV1.) 
float DEPARIMENT. 
Received 19 : Registered 19 


Application for evidence powers under section 3357 of the Code of 
Criminal Procedure. 


Name in Present . General Linguistic Whether Nature of 
full of the office. educational attainments evidence powers recom- —_-Reinarks. 
nominee. qualifica- (quote have been mendation 

tions. examinations _ exercised and the 


passed before if so, grounds 
specifying in what district — thereof. 





standara). and when 
(quote Gazette; 
notification). 
U1) (2) (3) It) (3) (6) (7) 
Station. dated No. 
(Signature.) 
District Magistrate. 
Sessions Judge. 
Order--R. No. , dated. 19 . eee 
Under section 357 of the Code of Criminal Procedure, 1898 (Central Act V of 
1898), the Governor of Tamil Nadu hereby directs Thiru in the 
district of - to take down the evidence of witnesses with 


his own hand in the English language. 


(True extract.) 


Secretary. 


District Magistrate 
Tothe — 


. 
_ of 





Sessions J udge. 
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ForM VY. 
(Rule XLVI.) 


Application for the Appointment of Honorary Magistrate for the 
town of in the district of 


1 Name and address of applicant : 
2 Age: 

3 Educational qualifications : 

4 Official appointments held : 

5 Occupation : 


6 Votal annual income which will be ascertainable trom 
following three sub-heads:-- - 


(a) Income-tax. 
(6) House Tax. 
(c) Land Revenue. 


? Public Services:— 


(a) Membership of Public Organisations for 
promotion of education, culture and general 
well-being ; 

*(b) Social Service through recognized public and 
private bodies. 

(c) Elective Office previously held / 


* This will not apply to retired officials. 


Form VI. 
(Rule XLVI.) 
Notification, 


In exercise of the powers conferred by section 14 of the Code of Criminal Procedure, 
1898 (Central Act V 1898), the Governor of Tamil Nadu hereby.confers upon 
Sub-Registrar of taluk, in the district of 
for the term of his appointment as Sub-Registrar of 
such of the ordinary and additional powers of a Magistrate of the third- 
class as are specified hereunder in respect of offences under sections 3 to 5, both 
inclusive of the Town Nuisance Act, 1889 (Tamil Nadu Act HI of 1889), which may 
Panchayat 
be committed within the limits of the ——-——-of 


taluk in 
town 


the district of 


I. Ordinary powers—Schedule Ill of the Code of Criminal Procedure, 1898, 
section I—TItems 1 to 9, 14, 15 and 17 to 20. ° 


If. Additional powers—~Schedule ITV of the Code of Criminal Proced 1 


898 
Items (4) and (5) of the powers conferable by the Governor of Tamil ‘Nadu on 
a Magistrate of the third-class. 
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ForM Vil. 
(Rule LIX.) 


Charges preferred to the Chief Engineer against subordinates of 
the Public Works Department. 


Final orders by the 


Char ves. Explanction of Remarks by lodal head of the 


the accused. officers. department.’ 


(ly (2) @) (4) 


A 


Abbayi Nayudcu 
Abimanya Patnayak 
Abhiram Ayyar 
Abishekanathan 
Acharyulu Pantulu 
Achyutalingam 
Achyutaramayya 
Achvuta Sastri 
AdaikkajJam 
Adaikkalanathan 
Adikesavalu 

Adimula Chetti 
Adimurthi Rao 
Adinarayana Ayyar 
Adinaravanaswami Nayudu 
Adinarayanayy2 
Adiseshavva 
Adiseshu Ayyar 
Aditvam 
Adhivaraham 
Adivarahamurthi 
Adrishtam 
Aghorapati 

Aghora Sastrule 
Acnihotrudu 
Agniswami Piliai 
Akilandayya 
Alagappa Mudeli 
Alagiriswami Nayvudu 
Alagasingara Achary2 
Alagiasingsm 
Alamelu Chetti 
Alavandar Chetti 
Alwar Chetti 
Amalanandam Pillai 
Amaranpa 

Ambadi Marar 
Ambasankara Ayvar 
Amirtajagadiswara Ayyar 
Amirthalingam Pillai 
Amirtanavakam 
Amrita Rao 
Amirjaswami Pillai 
Anandaiwar 

Ananda Kao 
Anandatirtha Rao 
Ananta Acharlu 
Anantagiri Rao 
Anantakalvana Avyar 
Anantakrishna Ayvar 
Anantanarayana Ayyanear 


506-1—15 
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A-cont. 


Anantan Nayer 
Ananta Pattar 
Ananfarania Avyar 
Ananta Rao Pantulu 
Anantaryan 
Anantasitarama Sastri 
Anantasubramanya Ayyar 
Anavaratavinayakam Pillat 
Anbudayan 
Andaperumal Pillai 
Andiappa Pillai 
Andisundaram 
Andiappa Pillai 
Anjaneyalu 

Anna Achariyar 
Annedurai Ayyar 
Annaji Ayvangar 
Annamajai Chetti 
Annaparajt! 

Annappa Kamath 
Annaswami Thevar 
Annayva Nayudi 
Anugraham 
Apaduddharana Dikshitar 
Apatasahaya Ayyar 
Appadu Pantulu 
Aovpadurai Ayyar 
Appaji Rao 

Apvala Acharva 
Appaljanarasayya 
Appalanarasimhan 
Appalanarasimhulu 
Appalasuryanaravana 
Appaiaswami 

Appan Nambiyar 
Avpanna Pantulu 
Appa Rao 
Appalaswami Ayyar 
Appavu Chetti 
Appayya 

Appukutti Mudali 
Appu Menon 
Appunnit Menen 
Appu_ Sastriyar 
Appusundaram 
Appuswami 
Aramvalartanatha Pillai 
Arangadan 
Aravamudu Ayyangar 
Ardhanari 
Ardhanariswara Ayyar 
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KUNOU PERSONAL NAMES—cont. 


A-—cont. 


Arogyam 
Arogyaswamt Mudali 
Arpudaswami Udavar 
Arulanandam Pillai 
Arulappan 

Aruja Pisa 
Arulaswamif Pillai 
Arumainathan 
Arumainavakam 
Arumugam Piflai 
Arunachala Avyar 
Aruneziri Nayudn 
Asirvedam Pillai 
Aswatham Ayvar 
Aswathanarayana Avyyar 
Atmanathan 
Avadayer Pillai 
Avadhanuvlu Pantulu 
Avudaiappan 

Ayya Avyyar 
Ayvadural Ayvyar 
Avyakutti Avyar 
Ayyaizvwa Navidi 
Ayvule) Navude 
Ayvaproan Pillai 


Ayyaswami 
Ayyavenkata Acharya 
B 
Babanra Kamath 

Rabu Rao 


Badaravena Sastri 
Balaguru  Nayudu 
Balacurnnathain Pillai 
Balait Rao Nayudy 
Balakotayav 
Balakrishan Avyvar 
Balakrishnamurthi 
Balamukunday Ayyar 
Balarama Ayvar 
Ralarama Das 
Balarama Krishnaulu 
Balaramamurthi 
Balarameswami Patnayak 
Balaramayva 
Balasimha Rao 
Balsingam 
Balsubramanvam 
Ralasundaram 
Palswamat Chetti 
Balu Mudali 


” 


B--cviit. 


Bandappa Chetti 
Banfarayya 
Bangaruswami Pattar 
Bappanna 
Bapannayya Nayudu 
Bapraju 

Bappavya Pantulu 
Bappu 

RBapu Rao 
Basalinganna 
Basalingappa 
Rasavanna 

Basava Chetti 
Basavarajuewaram Pantulu 
Basi Reddi 


’ Bava 


Bava Ray 
Bavaswami Pant 


‘Bavyvappa Reddi 
 Beilayappa 


Rhabanta Rao 
Bhagabanulu Pantula 
Bhagavatisubramanya Avyar 
Bhagvam Pillaj 
Bhagvnaihan 
Bhagirathi Rao 
Bharivamurthi 
Bhaktavatsaludu Navudu 
Bhanumourthi 
Rharatalwar 
Bharatan 
Bhashika Acharlu 
Bhasva Acharivar 
Bhasivam Avyangar 
Bhaskara Avvar 
Bhaskaran — 
Bhaskararamamurthi 
Bheskaramavya 
Bhavana Acharava 
Bhavanandam Pjlaj 
RBhavanisamkara Rao 
Rhavaniswami Rao 
Rhima Acharya 
Bhimasamnkara Rao 
Rhimasena Rao 
Rhimavay 
™ “neswara Rao 

gayya 

ta Rao 

janga Ran 

minathan 
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HINDU PERSONAL NAMES—cont. 


B-vent. 


Bhushanam 

Bhutalinga Ayvar 
Bhuvarahamurthi 
Rhuvaraha Rao 

Bidday ya 

Bishtopant 

Brahamani Rav 
Brahmanandam Nayudu 


Brahmayya 
Brihadisan 
Buchchayva Chetti 
Buchachiraju 
Buchchiramayya 

Cc 
Chakkarai Chetti 
Chakkao 
Chakku 


Chakradhara Mahanti 
Chakrapandian Pillai 
Chakrapani Rao 
Chakarvarti 
Chalamayya 
Chaiapati Rao 
Cham Menon 
Chandappa 
Chandayya 

Chandi Kosi 
Chandramauli 
Chandran 
Chandrasekhara Sastri 
Chandu Nambiyar 
Channigappa 
Chantan 

Chappan Menon 
Chappuni Navar 
Chattappunni Panikkar 
Chaturbhuja Das 
Chattukkutti 

Chattu Menon 
Chavappa 

Chayapati Rao 
Chella Avyar 
Chellan 
Chellaperumal Pillai 
Chellappa 
Chellappan 
Chetlaswami 
Cheluva Avyar 
Chelva Avyanvat 
Chefvakesava Mudali 


SNE 1_IE A 


= 


CO—cent. 


Chelvaranga Raju 
Chenchayya Chetti 
Chenchuramay ya 
Chengadraya Avyyar 
Chengalvapati Nayudu 
Chengalva Rao Navudu 
Chengalvaraya Avvar 
Chengappa 


- Chenga Reddi 


Chengayva Chetti 
Chennakesa A\yangar 
Chennakesavavya 
Chennukkatti Kurup 
Cherivan 

Chidainbara Avyvar 
Chinnakamarajyu 
Chinnakrishnan 


~ Chinnexr:shnavva 


Chinnappa Piltai 
Chinnaswami Pillai 
Chinnatambi 
Chinnavya Pantulu 
Chinnikrishnan 
Chinnikiishnayya 
Chintamani 


- Chirukantan 


Chittavva 

Chitti Babu 
Chokkalingam Pillar 
Chokkanathan 
Chokkanna 
Choyikkutti 
Chudamani Avvar 


Chuppukkutti Menon 


Dn 


Daivanavagam 
Daivasahayam 
Daivasikhamani 
Dakshinamurti Dikshitar 
Damodaram 
Danappa 
TDandapanayya 
Dandapanj Ayvar 
Dandayudhapani 
Was Ayyar 
Pasanna 


- Dassappa 
. Dasaratharaman 


Dasaratharamayya 


 Dasartha Rao 
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HINDU PERSONAL NAMES—cont. 


D—cont. 


Dasarathi Rao 
Dasarathaswami 
Dattartreya 

Desika Acharya 
Devadasan 

Devaji Rao 
Devakataksham 
Deval Raju 
Devamani 
Devanatha Acharya 
Devanathan 
Devanayakam. 
Devanesan 
Devappa Punja 
Devaprasadam 
Devapriyan 
Devaraja Mudali 
Devarajan 
Devarajulu 

Deva Rao 
Devasahayam 
Devasitkamamani 
Devarvaram 
Devayya 
Dhanakoti Pillai 
Mhanaraju 
Dhanaswami 
Dharmakkan 
Wharmalinga Mudali 
Dharmaraja Avvar 
Dharmaranga Raju 
Dharma Rao 
Dhondu Rao 
Dinabandhu Mahanti 
Dinadayalu. 
Diraviyam 
Diraviya Nadar 
Doraswamayya 
Durairaj 

Durairaju 
Duraiswami Ayyar 
Duraisingam 
Duraivelu 
Duraiyappa Ayyar 
DureachaJa Mudali 
Durgaprasada Rao 
Dwaipayana Acharya 
Dwarakanathan 

| E. 
Eapen 

Eippa Naiman 
Ekambarayya 


' E—cont. 
Ekambara Ayyar 
Ekambaram 
Ekambaranathan 
Ekanatha Ayyar 
Fkantalingam Pillai 
Ekantharanga Navudu 
Ella Reddi 
Elumalai Konar 
Erakimuthu Chetti 


G 


Gajaraja Mudali 
Gaiendra Nayudu 
Ganapati Ayyar 
Ganapathiraman 
Ganapathisubba Avyar 
Gananathisubrahmanyam 
Ganapathivanpa Pillai 
Ganenayva Shenai 
Ganesan 

Canesa Mahapatre 
Gangachalam 
Gangadhara Avyar 
Gangadharan 
Gangadharappa 
Ganganna 

Cangaraja 

Gangaraju Pantulu 
Gangaram 

Ganga Rao Navid 
CGangayva 

Gangoii Rao 
Garudachala Mudali 
Garuda Acharva 
Gaurinatha Sastri 
Gauripati Rao 
Gavaravva Navuda 
Gavatri Avyar 
Gavatrinatha Ayvar 
Gavatrivallabha Ayvar 
Giri Rao 

Girtvapna 

Gokarnam 

Gomaii Rao 
Gomatinavakam 
Gopala Acharava 
Gopala Destak Acharava 
Gopalakrishna Avyar 
Gopalakrishna Patnavak 
Copalakrishnammna 
Gopalan Naya 
Gopala Rag’ 
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HINDU PERSONAL NAMES—:ont. 


G—cont. 
Gopalaratnam Ayyar 
Gopalanarayanan 
Gopalasundaran 
Gopalaswami 
Gopalayya 
Gopinatha Rao 
Govinda Acharya 
Govindakrishna Ayyar 
Govindan 
Govindappa Chetti 
Govindaraghava Ayyar 
Govindaraja Ayyangar 
Govindaraju 
Govindarajulu 
Govindanarayanan 
Govinda Das 
Govindasivan 
Govindaswami 
Govindayya 
Gundappa 
Gundu Kao 
Gurraju 
Gurumurtayya 
Gurumurti Ayyar 
Gurunatha Pillai 
Gurupadam 
Gururaja Rao 
Guruswamayya 
Guruswami Ayyar 
Guruvayya Sastri 

i 


Hamapay ya 
UWanumantha Rao 
Hanumanthulu 
Hanumanulu Pantulu 
ianumayya 

Haridas Nayudu 
Harihara Ayyar 
Hariharan 

Hari Rao 
Harisankar Bhatt 
Harisarvothama Rao 
Hayagriva Rao 
Hanumantha Rao 
Hiriyanna 


Ichara Menon 
{dichandi 

ikkanda Menon 
Mayalwar Ayyangar 
Hayatambi Pillai 
Jmbichuchunni Nayar 
Inbaswamy Pillai 
Innayya 


I—cont. 


Irulu Pillai 
Irulandi Pillai 
{iswara Ayyar 
Iswaran 
Iswaramurtiya Pillai 
ttti 
Itticheria 
Ittimuthu 
Ittiyerah 
{ttup 

J 
Jagadisan 
Jagadiswara Mudali 
Jaganatha Chetti 
Jaganatham Pantulu 
Jaganathaswami 
Jagannayakkulu Naidu 
Jagapatiraju 
Jaggarajan 
Jaggaraya Pillar 
Jagga Rao Navudu 
Jaimuni Pillai 
Jaladurgaprasadaryudu 
Jalapeswara Ayyar 
Jambulinga Mudali 
Jambunatha Ayyar 
Jambunathan 
Jambuswami 
Janakiramayya Pantulu 
Janaki Rao 
Janardana Rao 
Janardanaswami Nayudu 
Jangam Reddi 
Japurnanam 
Jayvantiswara Ayyar 
Jayarama Ayyar 
Javaramachandra Ayvar 
Jayarao Pantulu 
JesudasamPillai 
Jesudaivan 
livaji Rao 
Jivan Rao 
Jivappa Nayak | 
Jivaratnam 
Jivaratna Naydu 
Jnandesikan 
Jnanadhikam Pillai 
Jnandurai 
Jnanayya 
Inanakkannu 
Jnanamani 
Jnanamanikkam 


Jnanam Pillaj 


230 


DISTRICT OFFICB MANUAL 


HINDU PERSONAL NAMES—cont. 


S—coni. 
Jnanamuttu 
Jnanaprakasan Pillai 
snanaratnhnam 
Jnanasambandham 
Jnanasikhamani 
Jnanasiromani Nadar 
Jnanswami Mudali 
Jnanvairan Pillai 
viintiaVOlivu 
Jnanayudham 
Jnaniyar Nadar 
Joga Rao 
Jogayya Pantulu 
Jotinayakam 


K 


Kanchchapeswara Ayyar 
Kandingi Nedungadi 
Kadirvelu Madaii 
Kailasa Ayyar 
Kailasam Pillai 
Kilasapati Mudali 
Kalahasiri Ayyarc 
widappa Mudali 
Kaleswara Rao 
Katlapiran Pillai 
Kalvanakrishnayya 
Kalyanam 
Kalyanarama Ayyar 
‘alyanasundaram 
iNalyanasundara Mudali 
Kal yanaswaini 
Kamalanathin 
Kamalanath:. Mudali 
Kamalesa Nayudu 
Kamaraju 

Kamayya 

Kamban 

Kambhotul 
Kamesam 
Kameswara Rao 
Kamaran Nayar 
Kamoji Rao 
Kanaxachalam 
Kanakarajulu 
Kanakaratnam: Pillai 
Kanakasabhai Pillai 
Kanaksabhapati 
Kanakasathesa Ayyar 
Kanakayya 
Kandaswami Mudali 
Kannan Chetti 


& K-—cont. 
pKapnayya Nayudu 
*Kannuswami Pillai 
'Santiniatinatha Pillai 
-Karpakavinayakam Pillai 
-Karpurasundara Pandiyan 
Karunaka Menon 
Karuppanna Pillai 
Wasinathan 


' Kasmatha Mudali 


Kasi Rao 
Kasiviswalingam Pilai 
Kasturi Chetti 
Kasturiranga Ayyangar 
Katiaperumal Pillai 
Kaundinya 
Kayarohana Mudali 
Kelappan 

Kelu Eradi 
Kelukkutti 

Kerala Varma 
Kesava Pai 

Kesava Pillai 
Kesavayya 

Kesavulu 

Kittunni 
Kochuchukrishna Marar 
Kochchunni Kurup 
Kodandapani Chetti 
Sodandarama Nayudu 
Kodandaramanujulu Nayuc.. 
Kodandaramayya 
Kodandaramaswami 
Kodanda Rao Pantulu 
Kolappan. Pilla? 
Koman 

Komban 
Kondalanarayanaswamy Nayudu 
Kondala Rao 
Kondalanayudu 
KRondappa Nayudu 
xondayya Nayudu 
Koneri Rao 

Konerl Ayyar 
Kkoppunni Navar 
Kopresa Rao 

Kora 

Foran 

Kosi 

Kotayya 

Korilingam 
Kotteswara Ayyar 
Koyil Pillai 
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HINDU PERSONAL NAMES cont. 


K—cont. 
Kripasankar 
Krishnabrahman 
Krishnaji 
Krishnaina Acharaya 
Krishnamma 
Krishnamurthi 
Krishnan 
Krishnappa 
Krishna Rao 
Krishnaswamayya 
Kiishnaswami Jatavallabhar 
Krishnayya Pantulu 
Kulandai Reddi 
Kulandaiswami 
isulandaivelu Pillai 
Kulasekharan 
Kumarachakravarti 
Kumaradeva Mudali 
Kumaraswami Satri 
Kumara Tatacharya 
Kumaresan 
Kunchitapadam Ayyar 
Kundu Panikkar 
Kundan Nayar 
Kunhi Bappu 
Kunhi Kannan 
Kunhi Raman 
Nuntikrishaan Nambiyar 
Kunhikuttan 
Kunhikutti 
Kunhunni Menon — 
Kunjan Menon 
Kunja Achehan 
Kunjukrisbna Menon 
Kunju Nayar 
uppa Acharaya 
Kuppan Ayyangar 
Kuppa Rao 
Kuppuswami Chetti 
Kurtyan 
Kuruvilla 
Kuttalingam 
Kuttan Menoa 
Kutrirama Menon 
Kuttisankara Panikkar 
Kutumba Rao 


L 


Lachchanna 
Lakkaraju 
Lakshmana Ayyar 


L—tcont. 


Lakshmanna 
Lakshmana Perumal 
Lakshmanaswami 
Lakshmayya Nayudu 
Lakshmikantam 
Lakshmikkantaraju 
Lakshmikanta Rao 
Lakshminagabhushanam 
Lakshminarasa Ayyar 
Lakshauinarasappa 
Lakshminarasimhan 
Lakshminarasimhalu Nayudu 
Lakshminarasu Pantulu 
Lakshminarayana Ayyar 
Lakshmipatti 
Lakshmivaradhan 
Linganiurti 
Lingappaiyya 
L-ingaraju 

Lingayya 

Lingo Pant 

Lokanatha Mudali 


M 


Madanazopala Rao 
Madana Mohana Simha Devi 
Madappayya 

Madhava Menon 
Madhavan Navar 
Madhusundararao Pantulu 
Madurainayakam Pillai 
Mahabala Rao 
Mahabandu Dikshitar 
Mahadeva Ayyar 
Mahalinga Ayvar 
Maharaja Pillai 
Maleyyeppa Ayyar 
Mallappsraju 

Mallar? Rao 

Mallayya 

Mallikarjuna Asari 
Manavala Navudu 
Manavedan Raja 
Manavikrama Raja 
Mangesa Rao 

Manikkam Pillai 
Manikkavasage. Nadar 
Manikkavelu Mudali 
Manikyarao Pantulu 
Manjapna 


wee? ‘tes, 
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HINDU PERSONAL NAMES--cont. 


M—cont. se 


Manjunatha Beliga 
Mannaruswami Nayudu 
Manonmani Pillai 
Mariyappa Mudali 
Mariyaprakasam Pillai 
Mariyasusai 
Marisiddappa 
Markendeya Sastrulu 
Marthandam Pillai 
Marudachala Mudali 
Marudanayakam Piilai 
Masilamani Mudali 
Matrubhutam Ayyar 
Mayuranatha Ayyar 
Melagiri Kao 
Minakshisundara Ay yar 
Minakshisundaram Pillai 
Mohana Rao 
Monappa Chetti 
Moppurappa 
Mrityunajaya Ayyar 
Mudaliyandan Chetti 
Mukhyaprana Rao 
Mukkantiswaradu 
Mukti Chidambara Moudali 
Mukundaraja Govinda 
Mukunda Rao 
Munayya 
Mundappa Bangera 
Muni Chetti 
Muniswami Pillai 
Munisubramanyam 
Murti Chetti 
Murugappa Chetti 
Murugesa Mudali 
Muttanna 
Multayya Chvtti 
Mutiu Chetti 
Muttukumaraswami Mudali 
Muttuswami Ayyar 
Mutyalu:wami Cheiti 
N 
Nagabhushanam 
Nagalingam Pillai 
Nagamani Chetti 
Nagam Ayya 
Naganatha Ayyar 
Naganna 
Nagappa Mudali 
Nagaraja Rao 
Nagarathnam 
Nagasundaram Ayyar 


ie kg et ee 


N—cont. 


Nagaswami Ayyar 
Nagendram 

Nagesa Rao 
Nageswara Ayyar 
Nagi Reddi 

Nagoji Reo 
Nalfamuttu 
Najlasivam Pillai 
Nallaswami Pillai 
Nullatambi Nadar 
Namasivayam Pillai 
Namberumal Chetti 
Nambi Ayyangar 
Nammalwar Chetti 
Nanaswami Rao 
Nandikeswaram Pillai 
Nanjappa Ayyar 
Nanjudayya 

Nanu Ayyar 
Narashri Rao 
Natappa Nayudu 
Narasa Ayyar 
Narasmnna Rao 
Narasaraiu 
Narasimhadas Pantulu 
Narahsimhan Nayudu 
Narasimha Rao 
Narasiinhaswami 
Narasimhayya 
Narasimheswara Sarma 
Narasimhulu Nayudu 
Narasinga Rao 


‘Narayana Ayyar 


Narayanam, Pillai 
Narayanamurti Paniulu 
Narayanan Nambudripad 
Narayanaswaau Ayyar 
Narayana Varada Nayudu 
Narayanayya 

Nargunam, Pillai 
Nataraja Ayyar 

Natesa Ayyar 

Natesam Pillai 

Natesan 

Nathameni Mudali 
Navamani 
Nayanakkannu 

Nayana Sastri 
Nayanavayya 
Nayiniappa Chetti 
Neliyappa Pillai 
Nilachalam Pantulu 
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HINDU PERSONAL NAMES—conf. 


N—cent. 


Nilakanta Ayyar 
Nilakantam Panthiu 
Nilamegha Pillai 
Nilameham Sastri 
Nukkayya 


Pachchaiperumal Pillai 
Pachchayya Pillai 
Padmanabha Sarma 
Padmanabhayya 
Padmanabhulu Nayudu 
Pakkiri 

Palani Chetti 
Palaniswami Mudalt 
Palaniyarndi Pillai 
Palaniayappan 
Pampanna Gauda 
Pampapati Sastri 
Panchanada Ayyar 
Panchapakesa Ayyar 
Panduranga Mudali 
Papa Chetti 

Papayva Chetti 
Parabrahma Sastri 
Paramanayakam Pillai 
Paramasivan Pillai 
Parameswara Ayyur 
Parameswaran: Pillai 
Parameswaran Mussad 
Parameswaranunni 
Paramalu Pillai 
Paranjothi Mudali 
Paranjoiya Pillai 
Parankusam Nayudu 
Parasunatha Nayanar 
Parasurama Ayyar 
Paripurnam . 
Parthasarathi Ayyangat 
Parvatisam 
Pattabhirama Rao 
Pattabi Sitaramayya 
Paddiraju 

Panchulu Chetti 
Parayya Sastri 
Pe:inbam 

Perivaiwaz Chetti 
Perivanayagam Pillut 
Periyapna Chetti 
Periyaswami Muda 
Perraju. Pantulu 
Perumal Nadar 
Perumalayyar 
Phaniyappayya 


P—cont, 


Pichchandi Ayyar 
Pichchayya Reddy 
Pichchu Ayyat 
Pichchumuthu Pillai 
Piravipperumal Pilla 
Pitamoara Ay’ ar 
Ponnambala Mudah 
Ponnambdalanatha Mudali 
Ponnappa Pilaia 
Ponnayya Nadar 
Ponnuranga Mudait 
Poonuswami Nadaz 
Prakasm Pantvlu 
Prakasa Rao 
Pranatarithbara Ayyar 
Puilaswam. 
Pundarikakshudu 
Punbayya 
Punithavelu Mudali 
Punyakoti Mudalk 
Purunaprinag Rao 
Purnayya 
Purushothanima Rao 
Pushpanathan: Pillai 
Puttanna 


R 
Radhaktishna Ayyar 
Radhakiishnamurthi 
Raghakeishnan 
Reneappa 
Raghava Achuiva 
Raghavayya 
Raghavendra Rao 
Raghunnatha Sastri 
Rachunatna Patacharya 
Raghunatnayya 
Raghupati Nayudu 
Raghurainan 
Kaghuttama Acharya 
Raju Nambiyar 
Raja Acharaya 
Rajabadar Mudali 
Rajubhushanam 
Raiagupala Avharava 
Rajagopalakzrishna Pillai 
Rajagopalswamy Mudali 
Rajagirt 
Rajemanickam 
Rajam Ayyar 
Rajanayakam Pillai 
Rajangam Avvar 
Rajappa Ayyar 
Rajaram Rao 
Rajoraiina Mudali 
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R—cont, 
Rajasekaran Sarma 
Raiendi:am Pillai 
Raju Mudali 
Rajonayakam 
Rama Ayvar 
Ramabadra Nayudu 
Ramabhadrudu 
Ramabrabman 
Ramachandra Ayyar 
Rumachandrayya 
Ramachuisiran Nedungadi 
Ramdasu Nayudu 
Kama;ogi 
Ramakiishna Ayyar 
Ramakrisniamma 
Ramakrishnaswami 
Ramakrishnayva 
Ramiulinga Ayyar 
Ramalingeyya Chetti 
Ramalingaswarappa 
Ramamohan R2o 
Ramairta Ayyar 
Ramamirtham 
Ramamursti 
Ramaa 
Ramanatha Ayyar 
Ramanan 
Ramanarsu Pantuin 
Ramanayta Pandtulu 
Ramusana Cheiti 
Ramanuja Ayyangar 
Ramanujualu Nayudu 
Ramanuuni Nayar 
Ramaraghava Redd: 
Rama Rao 
sumarayniagar 
Ramasesha Ayyar 
Ramasuoba Ayyar 
Ramasubramanya Sastri 
Ramuswami Pillai 
Ramayya Panilu 
Rama Varma 
Rami Reddi 
Rarmotti 
Ramudu Ayyar 
Ramunni Menon 
Ranga Acharya 
Ranganatha Mudali 
Ranganayakulu Nayudu 
Raagaraju 
Rangaswami Ayyangar 
Rengavcivelu Mudali 


Rant, 
Rengayya Naidu 
Renoji Rao 
Rarichchun Muppan 
Ratha Chetti 
Ratnasabahapathi 
Ratnaswami 
Ratnavelu Pillai 
Ravi Varma 
Ravunni Nedungadi 
Rovappa 
Rudramurthi Asari 
Ss 
Sabhapathi Mudali 
Sach:dananda Sastri 
Sadagopa Acharya 
Sadagopa Ramanuja Acharya 
Sadasiva Ayyar 
Sahasranama Ayyar 
Saketa Ram Naidu 
Sama Rac 
Samayya 
Sambamurti? Avyvar 
Sambandham 
Sambandha Mudali 
Sambasivam 
Samoasiva Rao 
Sambayva 
Sami 
Sampatkumara Acharya 
Samnattu. Ayyangar 
Sammnu Ayyat 
Sanjivapra 
Sanjiva Rao 
Sanjivi Nayudu 
Sankappa Punja 
Sankarakumara Pil'ai 
Sankaralingam , 
Sundaramurtiya Pillai 
Sankaranarayana Pitiai 
Sankaran Nayar 
Sankara Pandulai 
Sankararaman 
Sankara Rao 
Sankarayya Nayudu 
Sankunni Menon 
Jannayya 
* SJantanagopalan 
 Santhanakrishian, 
, Santanam 
\Santararama Ayyangar 
[Santappa ee 
Sontavirappa 
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S—cont. 


Sontosham 
Sanyarayta Nayudu 
Sanyasiraju Pantulu 
Saptarishi Ayyer 
Sarabheswara Ayyar 
Saranathan 
Sarangapani 
Sarangarajan 
Saravana Mudali 
Saravanamuttu Pillai 
Seravanaperumal Pillai 
Saregunar 
Saravaradyudu 
Sarveswara Dikshitulu 
Sarvuothama Rao 
Sattanatha Pillai 
Sattayya Nayudu 
Satvachidambara Rao 
Sutyagirirajan 

Satyai Rao 
Satyamurti 

Satva Nadar 
Satyanarayana Sarma 
Satyanathan 
Satyavagiswara Ayyar 
Satyavasagam 
Sundaramanikkam 
Sunderaraia Avyangar 
Savariraya Pillat 
Savrimuthu 
Savarinaiha Pulai 
Sayana Sastri 
Sekihara Kurup 
Sekarai Varma Raja 
Selvaduzai Pillai 
Selvanayagam 
Selvapatti Rao 
Senathipathi 

Senapati 

Sesha Ayyangar 
Seshathri Ayyar 
Seshagiri Rao Pantulu 
Seshachalam Chetti 
Seshachalapatit Pamiulu 
Seshappa 

Seshayya 

Seshu Ayvar 
Sethurama Ayyar 
Setu Rao 
Shanmukhakumara Pilai 
Shanomukham . 
Shanmughappa 


S--cont. 


Shanmugasundra Madali 
Simhadri Rao 
Singaperumal Nayudu 
Singara Acharya 
Singaravelu Chetti 
Singari Nayudu 
Sitapati Rao 
SHarama Ayyar 

Sita Rao Pantulu 
Sivabhushanaw. 
Sivachidambara Mudali 
Sivagurunatha Chetti 
Sivajananam Pillai 
Sivakoluadu Mudali 
Sivamrita Sastri 
Sivandhlingam 
Sivaprakasam 
Sivarajan 

Sivarama Ayyar 
Sivaramakrishnan 
Siva Rao 
Sivasankaran 
Sivasankaray ya 
Sivasubrahmanyam 
Sivaswami Ayyar 
sivayya 

Subbanadri Rao 
Somanatha Ayyar 
Soinanna 
Somasundara Sastri 
Samayajulu 
Someswara Ayyarc 
Sonachalam 

Srihari Rao 
Srikalanasti Ayyar 
Srikantayya 
Srikrishnalu Patrudu 
Srinivasagam Pillai 
Srinivasaraghava Ayyangar 
Srinivasa Rao 
Srinivasalu Nayudu 
Srirama Chetti 
““remulu Nayudu 
Sriranga Acharya 
Subba Ayyar 

Subba Pillai 
Subbanarasa Avyar 
Subramanyam 
Subbanna Acharya 
Subbaraghava Ayyar 
Subbaraju 
Subbarama Ayyar 
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S—cont. 


Subbaraya Sastri 
Subbarayalu Pantulu 
Subbarayzlu Reddi 
Subbayya Chetti 
Subramanya Ayyar 
Subramanyam Pantulu 
Sundarasana Acharya 
Sukhavanam 
Sukumaran 
Sundaragopala Ayyar 
Sundaram Mudali 
Sundara Rao 
Sundaralingam Pillai 
Sundanana Rao 
Sundaraja Ayyar 
Sundaraima Ayyar 
Sundaravadivelu 
Sundaravarada Acharya 
Sundaresa Mudali 
Sundareswara Ayyar 
Surappa 

Surayya 
Suryanatsyanamurthi Nayudu 
Suryanarayana Rao 
Suryaprakasa Kao 
Susaikulandai Pillai 
Swan Ayyar 
Swamikannu Pillai 
Swamiinatha Ayyar 
Syamala Rao 


ir 


Tachchlu Menon 
Tadulingam 

Thambu Chetti 
Thambuswami Pillai 
Tammanna Chetti 
Tammayya Nayudu 
Tandavaraya Pillai 
Tangaswami Dikshitar 
Tangavelu Mudali 
Tanni Pillai 
Tatacharya 

Tatam Ayyangar 
Tanikachala Mudali 
Tharayan 
Tillainayakam 
Timmakrishna Rao 
Timmanna 

Tirukainu Chetti 
Tirumalar Ayyangar 
Tirumahiswani Ayyar 


T+cont. 


Tirumaiiyan Chetti 
Tirumaliyappa Pillai 
Thirumal Rao 
Thirumuruganatha Pillai 
Thirunarayana Acharya 
Tirunarayanaswami 
Thiruvengudam Ayyangar 
Vhiruveugadanatha Piliai 
Tbhiruveugadaswami Mudali 
Tiruvirayan 

Tulasirama Ayvar 
Tyagaraja Ayyar 
Yvagarama Ayyar 
Tyagcama Ayyar 
fyagaraya Chetti 
Tygasundar Mudali 


U 
Udavavarma Raja 
Uddandiswami Ayyat 
Ulaganatha Mudali 
Umamaheswata Ayyar 
Umapathi Mudali 
Unichchoyi 
Unni Eradi 
Unnikutti? Kidava 
Upendra Pillai 


V 


Vadivelu Mudali 
Vaidyalingam Pillai 
Vaidvanatha Ayyar 
Vaidyaraman 
Vaidyeswara Ayyar 
Vakiundham Avyangar 
Vaikuntha Nayakar 
Vairavananda Pilla 
Vaijravelu 

Vallabha Rao 
Vamana Kamat 
Vanchi Ayyar 
Varadappa Naidu 
Veeraragavayya 
Varadaraja Ayvar 
Varadarajulu Nayudu 
Varadaraju Mudali 
Varada Kao 
Varadayya Nayudu 
Varaha Ayyaugar 
Varahanarasimha Patrudu 
Vasantha Rao 
Vasava Menon 
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Vasudeva Ayyangar 
Vasudevamurthi 
Vavvapuri Mudali 
Vedachala Ayvar 
Vedagiri Mudali 

Vedaji Rao 
Vedamanikkam Pillai 
Vedamuttu 
Vedanayakam Pillai 
Velayudha Asari 
Velayudhan 

Velu Mudali 

Vemban 

Vembu Ayyar 

Vengu Avyar 

Venkanna Pantulu 
Venkappa 

Venka Reddi 
Venkaswami Rao 
Venkata Acharya 
Venkatachala Ayvar 
Vankatechalam Pantulu 
Venkatachalavati Nayudu 
Venkatadri Ayvar 
Venkatagiri Nayudu 
Venkata Kannayyva Chetti 
Venkatakrishnay ya 
Venkatanarayanayya 
Venkatanarasimha Rao 
Venkatanaravana Rac Nayudu 
Venkatapati Nayudu 
Venkataperuma) Nayudu 
Venkatappayy2 Pantalu 
Venkataramana Rao 
Venkatarema Avvar 
Venkataramadas Nayudu 
Venkataramanamurti 
Venkataramanapai 
Venkataranga Ayyar 
Venkata Rao 
Venkataratnar: Pantuli 
Venkataraya Chetti 
Venkataravudu Nayudu 
Venkatarayulu 
Venkataseshayya 
Venkatasiva Rao 
Venkatasubba Avyar 
Venkatasubbaravulu Sastri 
Venkataswami Nayudu 
Venkateswetachafanati R19 
Venkatavarada Ayvangar 


V —cont. 


Venkatesam Pantulu 
Venkatesan 
Venkafeswara Avyyar 
Venkateswarlu Navudu 
Venkavya 

Venkoba Rao 
Venugopala Chetti 
Viiava Mudati 

Vijaya Narasimha Raju 
Vijavaraghava Acharva 
Vijayaraghavalu Chetti 
Vijayarangam Pillai 
Vikrarna Devu 
Vinayaka Mudali 
Virabhadra Rao 
Viranna Nayudu 
Virappa Chetti 
Viraraghavaswami Navudu 
Viraraghavayya 

Vira Ravan Raja 
Viraswamayya 
Viresalingam Pantulu 
Viru Navudu 
Viruppaksha Nayudu 
Vissayya 

Viswalingam Pillai 
Viswanatha Ayyar 
Viswasam 

Visweswara Rao 
Vitthal Rao 

Vyasam Rao 


Y 


Yadunatha Rao 
VYajnarayanayva 
Yajnanna 

Yajnarama Ayyar 
Vajnaswami Dikshitar 


7ajudu 


- Yamuna Acharya 


Yatiraja Mudali 
‘atirajan 
Yatirajulu Mudaii 
Yesudaiyan 
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A 
Aba-Bakar 
Abul Hasan 
Abu-abd-ui-lah 
Abu-Paxker 
Abu-Muhamnriad 
Abu-Turab 
Abu-Turak 
Abu-Tahir 
Abu-Taiyib 
Adam-Sait 
Adam ihan 
Afzal }Yussain 
Afzal Ahmed 
Afsar Husain 
Afsar Jang 
Aftab Ahmad 
Agha Khan 
Ahmad Kabir Sahib 
Ahmad “uhi-1.d-din 
Ahmad Ali 
Atmad Wussain 
Abmad Ffasan 
Ahmad Radshah 
Ahmad Bakhsh 
Ahsan-uz-Zaman 
Absan-ud-din 
Abl-ul-lah 
Aiyub-Ali 
Aiyuk Khan 
Aimal Khan 
Akbar Jang 
Akbar Husain 
Akbar Ali 
Akhgar Hussain 
Akhtar Ahmad 
Akhtar Husain 
Akram Ali 
Allahdad Khan 
Altaf Husain 
Altaf Rasul 
Amnat Ali 
Amanat-w-lah 
Amin-ud-din 
Amin Ahmad 
Amin-ul-Jah 
Amir Ali 
Amir Ahmad 
Amir Hasain 
Amir Husain 
Amir-ud-din 
Amir-ul-lah 
Amjad Ati 
Amjad Husain 


A mear AN 


Gencral names. 


A-—cont. 
Ansar-ud-din 
Anwar Ifusain 
Anwar Ali 
Anwar, Muhammad 
Anwar Sahib 
Anwar-ud-din, Muhammad 
Anwar-ud- din 
Anwar-ul-lah 
Anwar Ahmad 
Arshaa Ahmad 
Asad-ul-Jah 
Asad Husain 
Asad Ahmad 
Asaf Sah 
Asaf Ali 
Ashraf Ali 
Asman Jah 
Asghar Husain 


’ Ashraf Husain 
’ Ashgar Ahmad 
~ Asghar Ali 


Athar Husain 
Athar Ali 
Auliva Sahib 
Azam Sahib 
Aszam Vusain Sahib 
Aazam Ali 
Azam Jah 
Azhar jdusain 
Aabid Ali 
Aabid Tussain 
Aali Jah 


' Aaquil Ahmad 
‘ Aagil Alt 


Aarif Husain 
Aarif? Ali 
Askar’ Ali 


’ Askari Mirza 
- Askar Husain 


Aasim Ali 


’ Aasim’ Wussain 


Asim Khan 


’ Aashia Ahmad 
* Aashiq Husain 


Aashiy’ Ali 


' Abbas, Saiyid 
‘Abbas Ali 


Abbas Musain 
Abd-ul-lah 
Abd-ul-lah Husain 


’ Abd-ul-aziz Badshah | 


Abd-ul-ahas 
Abd-ul-ali 
Akd-ul-atim 
Abed-nt-alam 


APPENDIX 939 


A--tont. 


Abdul-vi-azim. 
Abd-ul-baqi 
Abd-ul-Tbari 
Abd-ul-basit 
Abd-ul-Jhaffar 
Abd-ul-zhaful 
Abd-ul-ghani 
Abd-ul-hafiz 
Abd-ul-hamid 
Abd-ul-hag, 
Abd-ui-hai 
Abd-ul-hakim 
Abd-ul-hatim 
Abd-ul-hadi 
Abd-ul-hannan 
Abd-ul-jabbar 
Abd-ul-iall 
Abd-ul-jamil 
Abd-ul-karim 
Abd-ul-khalip 
Abd-v!-latif 
Abd-ul-majid 
Abd-u}-malik 
Abd-ul-moumin 
Abd-ul-muhymin 
Abd-ul-mannan 
Abd-ul-munim 
Abd-ul-muiz 
Ab-ul-qadir 
Abd-ul-yadir, Bangi oe 
Abd-ul-gadir, Muhammed, Quraishi 
Abd-ul-qauiyum 
Abd-ul-cuddus Badshah 
Abd-ul-wadud 
Abd-ul-wali 
Abd-ul-wahhab 
Abd-ul-waitid 
Abd-ul-wahid 
Ahd-ul-wshib 
Abd-ul-wasi 
Abd-ul-wars 
Abd-ur-rab 
Abd-ur-rahman 
Abd-ur-rahim 
Abd-ur-rashid 
Abd-ur-ravf 
Abd-ur-1a2zaq 
Abd-ur-salam 
Abd-us-samad 
Abd-us-sattar 
Abd-us-subban 
Abd-ush-shukar 
Ala-ud-din . 
Ali-Ahmed 
Ali. Akhar 


A—cort, 
Ali-Abbas 
Ali-Hidaz 
Ali-Hasan 
Ali- Hussain 
Ali-Muhammed 
Ali-Mian 
Ali-mazhar, Hafiz 
Ali-Naui 
Ali- Tagi 
Ali-ud-din 
Ajim-utl: -ul-lah 
Alim-ud-din 
Ata-ul-lah 
Ata-Muhammad 
Ata-ur-rahman 
Ata-ur-rasul 
Aziz-ul-lah-Mohammed 
Aziz-ud-din-Husain 
Aziz-Ali 
Aziz Ahvmed 
Aziz Miraa 
Aziz-ul-niulk 
Azim-ud-daulah 
Azim-jah 
Azini-ud- din 
Azmat-Hussain 
Azmat-ul-lah 

B 
Raha Mien 
Babu Sahib 
Baday Sahib 
Badr-ul-din 
Badr-us- Zaman 


~ Radr-i’ alam 


Bodshah Pir 
Radshah Mian 
Badshe Husain 
Radi-ul-din 


 Badi-ul-lah 


Badi-ul-din 


" Radi-uz-vamar. 
Rasksh-f-Ali. 
RBakshshu Mian 


Rakchshish’ Ahi 
Raha-ud-din Sahik 
Bahzad’Khan 
Rand?’ AW 
Randah Nawa 
Raauir AK 

Bazir Tussain 
Rarakket-ul-Jah 
Barakkat Ali 
Basharat Husscin 
Basherat’ Afi 


* Rashara-Ahmad 
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Basharat-ul-lah 
Bashir Ahmad 
Bashir-ud-daulah 
Bashir-ud-din 
¥azi-ul-lah 
Beg, Mirza Muhammed 
Bismiliah Sahib 
Burhan-ud-din-Saiyis 

Cc 


Chandamian 
Chandu Badshah 
Chand Mian 
Chirag’ Ali 
Chases 


Dada Mian 

Daday Khan 
Daud 

Davud Ali 

Daud khan 

Data Ganj Bakhsh 
Din Ahmad 
Diwan Sahib 
Diwan Ali 


Fahim-ud-din 
Fahim Ahmad 
Fahim Ali 
Faiyaz Ali 
Faivaz Husain 
Faivazud-din 
Faiq Ali 

Faig Ahmed 
Faiz-ud-din 
Fesz-j-Rasul 
Faiz-ul-lah 

Fat hir-ud-din 
Fakhr-ul-islam 
Fekhr-ul-mulk 
Fakhir Ahmad 
Falah-ud-din 
Faquira-Ahmad 
Fegir--ud- din 
Farid Sahib 
Farid-ud-tin 
Fasahat Ali 
Fasahat Husain 
Fasih Ahmad 
Fasih-ul-din 
Fash-ul-mulk 
Fath-i-Ahmed 
Katn-i-Ali Shah 
Ftah-ud-dian 
Fattah Hussain 
Fazii Ahmed 
Fazl-Ahmed 
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~ Ghulam- 
Ghulam 


y 


~ Ghulam 


_ Ghulam 


F—cont. 
Faz]-Hussain 
Fal-i-Nabi 
Fazl-i-Rasul 
Fazl-ud-din 
Fazl-ul-lah 
Fazl-ur-rahiman 


G 


Ali 

Ali 
JAussain 
Khan 


Gawuhar 
Ghaffar 
Ghaffar 
Ghaffar 
Ghaffar Muhi-ud-din 
Ghaffar Sahid 

Ghaful Ahmed 

Ghafur Ali 

Ghafur Sahib 
Ghaiyas-ud-din 

Ghalib’ Ali 

Ghaus’ Ali 

Ghaus Piran 

Chazanfar Ali 

Ghazanfar Hussain 
Ghazi-ud-din 

Chulam Ahmed 

Ghulam’ Ahmed 

Ghulam’ Alt 

Ghulam Dastagir 

Ghaus 

Haidar 

Hasan 

Husain 

i-Abhbas 

Jilani 

Mahmud 

Maula 
Muhammad 
Muhammad Jafar 
Muhi-ud-din 
Muiitaba 
Murtaza 

Musi Riza 
Mustafa 

Nab 

Naqi 

Wadir 

Rasul 

Samadani 

Taqi 
CGhulam-us-saquilain 
Ghulam 7Zain-vi-abidin 
Gul Muhammed 

Gulab Khan 

Gulshan’ All Shah 


Ghulam 
GhiJam 
Ghulam 


Ghulam 
Ghulam 
Ghulam 
Ghulam 
Ghulam 
Ghulam 
Ghulam 
Ghulam 
Ghualm 
Chulam 
Ghulam 
Gulamh 
Ghulam 
Ghulam 


Gulzar Ali Shah 


H 


Habib Ali Shad 
Habib-ud-din 
Habib-ul-lah 
Mahib-ur-rahman 
Habj Ali 
Hadi-ud-din 
Haffx-ud-din 
Hafix-ul-lah 
Haider Ali 

Haider Hussain 
Haiyat Badhsash 
Haji Badshan 
Hakim Ali 
Hakim-ud-dulah 
Hakim-ud-din 
Hamid Ahmed 
Hamid Hasan 
Hamid Husain 
Hamid-muhi-ud-din 
Hamid Sahib 
Hamid-ud-din 
Hamid-u! -lah 
Hamid Ali 
Hamzah Ali 
Hamzah Husain 
Haqqani Sahib 
Haris’ Ali 

Harun Sahib 
Harun Sait 
Hasan’ Ali 

Hasan’ Abd-ul-lah 
Hasan’ Ata-ul-lah 
Hassan’ Muhi-ud-din 
Hasan Raza 
Hasan-uz-zaman 
HashimAji 
Hashim Hussain 
Hashim Muhi-ud-din 
Hashim Piran 
Hashmat? Ali 
Hashmat Husain 
Hazrat Budshah 
Hazrnt Piran 
Hidayat Ahmed 
Hidayat Ali 
Hidayat-ul-lah 
Hikmat-ul-lah Khan 
Himayat-ul-lah Khan 
Himayat-ud-din 
Himayat Husain 
Himayat Ali 
Himmat Ali 
Himmat Hussain 
Himmat-ud-din 
Hussain Ahmad 
Husain Hii 
Husuin Khan 
Husain Piran 
Husain-ud-din 
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Ibrahim’ Ali 
Ibrahim Husain 
Ibrahim Khan 
Ibrahim Sahib 
Iftikhr’ All 
Iftikhar Husain 
Thtan Ali 
Ihtisham Ali 
Ihtisham Husain 
Ihtisham-ud-din 
Vitibar-Ali-Shah 
Titibar-ud-dia 
Vizar Ahmed 
Tizaz Ali 
Yizaz Husain 
Ikram Ali 
Ikram Husain 
Ilahdad Khan 
lah Din 
Ilahi Bakhsha 
[lahi Bakht 
Imam’ Ali 
Imam Muhi-ud-din 
Imam Sahib 
Imam-ud-din 
Imdad Ahmad 
Imdad’ Ali 
Imdad Husain 
Intizam’ Ali 
Intizam-ud-din 
Tquan’ Ali Shah 
Iqbal Ahmed 
Iqbal’ Ali 
Iqbal Husain 
Irtiza’ Ali 
Irviza Husain 
Is-haq Ahmed 
{s-hag Sahib 
Is-hag Sait 
Ismail’ Ali 
Tsmai] Husain 
Ismail Khan 
Ismail Sait 
Ismail Sait 
Tbad-::I-lah 
Imad’ Ali 
Imad-ud-din 
Jnayat Ahmad 
Inayat-Ali 
Inayat Husain 
Inayat-ul-lah 
Irfan Ali 
Ishrat’ Ali 
Jshrat Husain 
Izzat Ahmed 
Izzat Husain 
Izzat Nabi 
Izzat Rasul 
Iz-zud-din 
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Jabbar’ Ali Shah 
Jabbar-Husain 
Jabir’ Ali 

Jabir Husain 
Jafar Ali 

Jafar Husain 


Jafar Muhi-ud-din Badshah 


Jahandar Shah 
Jalal-ud-din 
Jahal-ul-lah Shah 
Jalil Ahmad 
Jalil Hasan 
Jamat Ali Shah 
Jammaat-ul-lah Shah 
Jamal-i-Rasul 
Jamal-ud-din 
Jamal-ul-lah-Sah 
Jamil-Ahmed 
Jamal Husain 
Jani Badshah 
Jani Mian 

Jan Muhammad 
Jannat Hussain 
Jan-ul-lah Shaw 
Jasara Husain 
Jauhar’ Al Kha 
Jawahir Husain 
Jawwad’ Ali 
Jawwad Husain 
Jinayat Husain 


Kabir-ud-din 
Kafalat Husain 
Kafil Ahmad 
Kalim Ahmad 
Kalim-ul-lah 
Kamal-ud-din 
Kamal-ul-lah-Shah 
Kamil Husain 
Karamat’ Ali 
Karamat Husain | 
Karamat-ul-lah 
Karim-ud-din 
Karim-ul-lah 
Karim-ul-lah Shah 
Karim Muhi-ud-din 
Karim Khan 
Karim’ Ali 
Karim Husain 
Khadim’ Ali 
Khadim Husain 
Khairat’ Ali 
Khairat Husain 
Khair-ud-din 
Khalid Ahmad 
Khalid Ahamad 
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K 


Khalileul-Ikkan 
Khitabat Khan 
Khuda Baksh 
Khuda-dad-Khan 
Khuda Dost 
Khurram’ Ali 
Khurshid Ahmad 
Khwajah Hussain 
Khwajah khan 
Khwajah Muh-ud-din 
Khwajah Piran 


L 


Laiq Ali 

Laiq Husain 
Laip-ud-din 

Lalji Walji Sait 
Latif Husain 

Latif Quadir Ahmed 
Liyagat Ali 

Liyaqat Husain 
Lutf-i-Ali 
Lutf-i-rasul 
Lutf-ul.-lah Muhammad 
Lutf-ur-rahman 


M 


Mabrur Ahmad 
Mabrur Ali 
Maddah Husain 
Mafakh-khar-Husain 
Mahabat Khan 
Mahbub Ali 
Mahbbub Badshah 
Mahabub Husain 
Mahbub Khan 
Mahbub Pra 

Mahdi’ Ali 

Mahdi Huasan 
Mahdi Husain 
Mahir Ali 

Mahamud Ali 
Mantmud Hasan 
Mahamund Husain 
Mahamud Khan 
Mail Sahib 

Majid’ Ali 

Majid Husain 

Majid Khan 

Majid ud-din 
Makhdum Husain 
Makhdum Muhi-ud-din 
Makhdum Piran 
Malik Badshah 
Malik Maulana Sahib 
Malik-Muhi-ud-din 


M—cont, 


Mansur Ahmad 
Mansur Ali 
Mansur Husain 
Manzur Ahmad 
Manzur’ Ali 
Manzur Husain 
Maqbul Ahmed 
Maapbul Ali 
Magbul Hussain 
Maruf Ali 
Maruf Sahib 
Maslah-in-ud-din 
Masih-ud-din 
Masih-us-zaman 
Masud Ahmad 
Masud Ali 
Maudud Ahmad 
Maudud Ali 
Maula Bakhsh 
Maula Husain 
Maulana Sahib 
Mazhar Ahmad 
Mazhar Ali 
Mazhar‘Husain 
Mazhar-ud-dim 
Mazhar-ul-haq 
Mazhar-ul-iah 
Miftah-ud-din 
Mihr’ Ali 
Mihir-ud-din 
Mihr-ul-lah 
Mirhaj-ud-din 
Minhaj-ul-lah 
Misbah-ud-din 
Misbah-ul-Jan 
Mubarak Ali 
Mubash-shir-Husain 
Mubib Ali 
Mubib Husain 
Muhi-ud-din 
Muhi-ud-din Ahmad 
Muin-ud-din 
Muir 
Mujahi-vd-din 
Mujtaba Ali 

Mr jtaba Husain 
Munwwaf Husain 
Munir, Muhammad 
Mvnir-ud-din 

Mv ata ir-Hussain 
Mvrtaza’ Ali 
Muttaza Husain 
Mushtaq Ahmad 
Mustag Hasan 
Mustaq Hussain 
Mustafa Ali 
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M—cont. 


MusStaja Husain 
Mutahbhar All 
Muzaffar Ahmad 
Musaffar Husain 
Muzamm! Husain 
Mazammil-ul-lah 
N 
Nabi-Husain 
Nabi-ul-lah 
Nadim-ul-la 
Nadir’ Ali 
Naim-ud-din 
Naim-tl-lah 
Naim-ud-din 
Naim-ul-huda 
Nana Mian 
Nasir Ahmad 
Nazir Ali 
Nazir Husain ° 
Nasir-ud-din —~ 
Nasir-ud-din 
Nasir-ud-din 
Nawazis Ali 
Nazm’ Ali 
Nazir Ahmad 
Nazir Ali 
Nazir Ali 
Nazir Husain 
Nazir Husain 
Nazir-ud-din 
Nazir-ud-din 
Nimat-ul-lah 
Nisar Ahmad 
Nizar’ Ali 
Nisa Husain 
Niyaz Ahmad 
Niyat Husain 
Nizam’ Ali 
Nizam-ud-din 
Nudrat Ahmad 
Nudrat Husain 
Nudrat’ Ali 
Nur Ahmad 
Nur Ali 
Nur Muhamed 
Nur-ud-din 
Nur-ul-husain 
Nur-ul-lah 
Nusrat Ali 
Nusrat-ul-lah 


Pahha Mian 
Pahalwan Sahi* 
Pir Ahmad 

Pir Padshah 
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P 
Piran Sahib 
Piru Misn 


Qubil-ud-din 
Qadir Ahmad 
Qadir’ Ali 
Qadir Husain 


Qaim’ Ali 
Qasim’ Ali 
Qwam-ud-din 
Qubul Ahmad 
Qudrat Ahmad 
Qudrat Ali 
Qudrat’ Aziz 
Qudrat Halim 
Qudrat Nabi : 
Qudrat Rasul _ 
Qudrat-ul-lah 
Qu‘ yum’ Ali 
Qumar’ Ali 
Qumar-ud-din 
Qumbar’ Ali 
Qurban’ Ali 
Qurban Husain 
Qutb-ud-din 


Raifi’ Ali 
Rafi’i-ud-din 
Rafi?i-ul-mulk 
Rahat’ Ali 
Rahat Husain 
Rahim’ Ali 
Rahim Khan 
Rahim-ud-din 
Rahim-ul-lab 
Rahman Ali 
Rahman Husain 
Rahman Khan 
Rahamat’ Ali 
Rahmat Husain 
Rahmat-ul-lah 
Raja Mian 
Rajjab’ Ali 
Ramzan Khan 
Rasul Khan 
Rauf Ahmad 
Raza’ Ali 
Raza Husain 
Raza Khan 
Rifat Ahmad 
Rifat Ali 
Riyaz Ahmad 
Riyaz Ali 
Riyaz-ud-din 
Rustam’ Alt 
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S’aadat Ali S 
Sabit’ Ali 

Sadiq Ali 

Sadiq Husain 
Sadr-ud-din 
Sadr-ul-islam 
S’ad-ud-din 
S’ad-ul-lah 
Safdar’ Ali 
Safdar "Husain 
Safi-ud-din 
Safi-ul-la 

Said’ Ali 
Said-ud-din Sahib 
Sai-ud-din 
Saiyid Muhamma 
Sajjad’ Ali 
Saijad Husain 
Sakhawat’ Ali 
Sal-ud-hud 
Salamat’ Ali 
Salamat-ul-lah 
Salih-ud-din 
Salim Bakhsh 
Salim ud-din 
Sami’ iul-lah 
Samasam’ Ali 
Samasam-ud-din 
Sana-ul-lah 
Sardar’ Ali 
Sardar Khan 
Sarfaraz Husain” 
Sarwar Sahib, Muhammad 
Sarwat Ahmad 
Sarwat Husain 
Saulat Husain 
Shabbir Husain 
Shafi-ud-din 
Shafi’-ul-lah 
Shams-ud-din 
Sharf Ahmad 
Sharf Ali 
Sharf-ud-din 
Shariff Muhamad 
Shaukat Ahmad 
Shankat’ Ali 
Snakat Husain 
Shujia-ud-din 
Siddiq Hasan 
Siddiq Husain 
Silah-ud-din 
Siraj Ahmad 
Siraj-ud-din - 
Suyamat’ Ali 
Subban’ Ali 
Sufyan’ Ali 
Sulaiman’ Ali 
Sulaiman KB¢e 


S—cont. 


Sultan Ahmad 
Sultan’ Ali 

Sultan Husain 
Sultan Mahmad 
Sultan Muhammad 
Sultan Muhi-ud-din 


Tafazzul Ahmad 
Tafazzul Husain 
Taha Husain 

Taka Sahib 

Tahla Ali 

Tahir Husain 

Taib Ali 

Tajammul Husan 
Taj-ud-din Sahib 
Talib Ali 

Tablib Muhi-ud-din 
Tamin Ahmad 
Tamin Muhi-ud-din 
Tasadduq Husain 
Taufiq Husain 
Tilawat Ali 

Tirab Ali 

Turab Husain 
Turab Khan Sahib 


U 


Ubaid-ul-lah, Maulavi 
Umar Ali 

Umar Khan 

Umar Sahib 

Usman ’Ali 

Usman’ Khan 

Usman Sahib 


W 


Wadud Ahmad 
Wadud Khan 
Wahid ’Ali 
Wahid Sharif 
Wahid-ud-din 
Wajahat Husain 
Wajib Ali 
Wajid Husain 
Wajid-ud-din 
Wakil Ahmad 
Wali Ahmad 
Wali Muhammad 
Wali-ud-din 
Wali-ul-lah 
Wasi Ahamed 
Wasi-ud-din 
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Wasi Ali 
Wasi-ud-din 
Wazir Ali 
Wazir-ud-din 
Wilayat Ahmad 
Wilayat Ali 
Wilayat Husain 
Wilayat-ul-lah 


Y 


Yad-ul-lah Husain 
Yahya Husain 
Yahya Muhi-ud-diz 
Yahya Sahib 
Yaqub ’Ali 

Yaqub Hasain 
Yaqub Husain 
Yaqub Sahib 
Yasin’ Ali 

Yasin Sahib 
Yunus’ Ali 

Yunus Khan 
Yunus Sait 

Yusuf Ali Sahib 
Yusuf Husain 
Yusuf Mirzs § 


Zafar’ Ali 

Zahib Ahmad 
Zahid Husain 
Zahir Ahmad 
Zahir Hasan 
Zahir-ud-din 
Zaigham’ Ali 
Zain-ud-din 
Zain-ul-adbidin 
Zakir ’Ali, Mutam G 
Zahir Ahmad 
Zakir Husain 
Zakriya Ahmad 
Zakriya Husain 
Zakriya Sait 
Zamin Ahmad 
Zamin Ali 
Zamin Husain 
Zambeam Ali 
Ziya-ud-din 


. Ziya-ul-Hasar; 


Zuhur® Ahmad 
Zuhur Ali 
Zuhur-ud-din 
Zuhur-ul-lah 
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A 

Abu 
Abu Bakar Kuahi 
Adami 
Adima 
Adiyan Kutti 
Ahmad Koya 
Ahmad Kunhi 
Ahmad Kutti 
Aidru 
Aidruman (Abd-ur-rahman) 
Aidruman Kutti 

ij iuti~ 
Alippi 
Amanat 
Amanat Kutti 
Ammu 
Ammi Kuiti 
Assainar (H2san) 
Atla Koya 
Attan (Hasan) 
Avdalutti 
Avaran 
Avaran Koya 
Avaran Kutti 
Avaru 
Ahamm2d (Ahmad) 
Abbas 


Abdu 

Abd-ul-lah Koya 
Abd-ul-lah Kunhi 
Abds-ul-lah Kutti 
Alavi 

Ali AmMmu 

Ali Koya 

Ali Kutti 

Ali Yar 


Baba 
Babachchi 
Babotti 

Babu 
Bachchig © 
Bachchuttl 
Badutti 
Baduvan 
Baittan 
Baittan Kuiti 
Bamban 
Bambankunhi 
Bpppan 
Bappan Koyal 
Bappan Kutti 


MAPPILLAS 


Bappotti 
Bayan 
Bayankoya 
Bayankuii i 
Biran 


Chadayan 
Chadaya Kutti 
Chekkon 
Chcekku 
Chekkutti 
Chokkran 
Chokran Kutti 


Dau 

Daud 

Dawood Sahib 
Dayinan 


Farid 


Haidar 

Hai dross 
Hakim 
Hamid 
Hamza 
Harua 

Hasan 
Hasan Bin Satyid Ahmed Jafa:: 
Hasan Koya 
Hasan Kunhi 
Hasan Kutti 
Hashimj 
Hasau 
Hattim 


Ibrahim Koya 
Ibrahim Kunhij 
ibrahim Kutti 
Idris 

Imbichchi 
Imbichchi Ahmad 
Imbichch: Koya 
Ishag 

Ismail 

Ismaili 
Ismallutti 

Isa 

Issu 

Rssuthi 


J*far 
Jafar Kutti 
Jama 


Kamal 

Kamali 

Kamal Kutti 
Kammu 

Kammu Kutti 
Koya 

Koya Kunhi 
Koya Kuitti 
Koyama 

Koyamu 
Koyappari 
Koyatti 
Kunhalan Kutti 
Kunh ‘Ali Kutti 
Kunh ’Ali 

Kunh ‘Ali Koya 
Kunhamadutti 
Kunhami 
Kunhammotti 
Kunthamu 
Kunhavaran 
Kunhavulla 
Kunhayan 

Kunhi Ahmed 
Kunthi Bachchi. 
Kunhi Chekkon 
Kunbi Chekku 
Kunhi Kamal 
Kunhi Kutti Ali 
Kunhi Makki 
Kunhi Muhi-ud-din 
Kunhi Mussa 
Kunhbi Pakkar 
Kunhi Pakki 
Kunhi Palli 
Kunhi Pari 
Kunhi Qadiri 
Kunhi Qalandan 
Kunhi Sa wisiaie 
KunhiSudi (Hunhi Sithi) 
Kunhi Tuppar 
Kutti ‘Ali 
Kutti Ammu 
Kutti ‘Atta 
Kutti Hasan 
Kuttu 
Kuttussa 


Madar 
Makkachchi 
Makki 
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M—corit. 
Makkutti 
Mammasan Kutti 
Mammassan (Muhammad Hasan) 
Mammavu 
Mammi 
Mammi Kunhi 
Mammi Kutti 
Mammu 
Mammubhi 
Mamu 
Mamu Kunhi 
Marakkar 
Mashhur 
Mayan 
Mayan ‘Ali 
Mayan Kutti 
Moidu 5 
Mubarak eg a 
Muhammad 
Muhammadi 
Muhammad Koya 
Muhammad Kunhi 
Muhammad Kutti 
Muhi-ud-din 
Muhi-ud-din-kutti 


Mukari 

Mumm ‘Ali (Muhammad‘* Ali) 
Mussa 

Mussan 

Mussan Kutti 

Muttu Koya 


Nadir Shah 
Nurayan 


Pakkar 
Pakkar Kutti 
Pakkarmar 
Pakki 
Pakkma 
Pakku 


Pakran 
Pakran Kutti 
Pakrotti 


Pallia 
Palli Kutti Pari Kutti 
Parima 

Paryyayi 

Pouran 

Pourkoya 


Qalandar 
Qalandar Koya 
Qalandar Kunhi 
Qalandar Kutti 
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Q—cont. T 

Qalandu Taruvai 
Qadir Taruvai Kutti 
Qadiri Thuppar 
Qadiri Kutti U 
Qadir Koya Ukkas 
Qadir Kunhi Uppi 
QOambar Qasim Uppi Kutti 
Qasimi ‘Umar 

“Umar Koya 

‘Umar Kutti 

S ‘Usman 

‘Usman Koya 
Saban ‘Usman Kutti 
Saban Kutti 
S‘aid Vv 
Saidi Viran 
Saidi Kutti Viran Koya 
Sirayan Viran Kunhi 
Sow Viran Kutti 
Sulaiman Viravu 
Sulaiman Kutti 
Sultan Y 
Suppi Y‘aqub 
Suppi Kutti Yusuf 

MARAKKAYARS, 
A B 

Abdul Hussain Marakkayar Baba Marakkayar 
Abubakkar Labbai Sahib Marakkaya Badshah Muhi-ud-din Marakkayar 
Abu Fagir Marakkayar (Abubakkar Bapanna Marakkayar 
Marakkayar.) Bappan 
Ahmad Fazir Marakkayar Babu Marakkayar 
Ahmad Sahib Marakkayar Bapu Tambi Marakkayar 
Allapichhai Marakkayar Baqur Muhammad 
Allauddin Marakkayar Bava Sahib Marakkayar 
Ashru Marakkayar Bavaji 
Abbas Marakkayar Burhan Koya 
Abd-ul-ali Marakkayar Burhan Sahib 
Abd-ul-kudha Marakkayar 
Abd-ul-lah Sahib Marakkayar ... 
Abd-ul-muhimin Marakkayar . 
Abd-ul-mujib Marakkayar Cc 
Abd-ul-qasim Marakkayar 
Abd-ul-quddus Chanda Sahib Ravuttar 
Abd-ul-shahid Marakkayar Chinnaghani Marakkayar 


Abd-ul-sharif Marakkayar 
Abd-ul-shifa Marakkayar 
Abd-ul-siddiq Marakkayar 
Abdul-wadud Marakkayar 

Ali Pitlai Marakkayar 

Aliyar Marakkayar _ 
Azmat Ibruhim Marakkaysf ~ 


Chinna Ghani Marakkayar 
Chinna Marakkayar 

Chinna Pillai Marakkayar 
Chinna Pir Sa Marakkayar 
Chinna Thambi Marakkayar | 
Chinna Vapu Marakkayar 
Chinnappa Ravuttar 


249 


APPENDIX§ 
MARAKKAYARS—cont, 
D J 
Jailan Marakkayar 
Daud Muhi-ud-din Marakkayar Jailan Sahib Marakkayar 
Dhanan Marakkayar Jamal Naina Ravuttar 
Diwan Sahib‘Marakkayar Junaid Marakkayar 
; K 
E Kamail Kutti Marakkayar 


Kannu Marakkayar 


Eksanji Ghani Marakkayar Karim Sahib Marakkayar 
Esan‘Marakkayar Kattai Pillai Marakkayar 
Kattai Vava Marakkayar 
Kattuva Marakkayar 
F Kitaru Pillai Marakkayar 
Koi Muhammad Marakkayar 
Faqir Bechcha Marakkayar Koya Marakkayar 
Fagir Lebbai Marakkayar Kuncholi Marakkayar 


Fagir Mastan Marakkayar 
Faqir Muhi-du-din Marakkayar 
Faqir Pichchai Marakkayar 


Kunhalikoya Marakkayar 

Kunja Marakkayar 

Kuppai Pillai Marakkayar 

Kuppaitambi Marakkayar 
L 


G 
Lal Bacha Marakkayar 
Ghaus Marakkayar Latif Ghani Marakkayar 
Ghaus Pichchai Marakkayar Lebbai Bhani Marakkayar 
Ghaus Sahib Marakkayar Lebbai Kutti Marakkayar 
Levvai Naina Marakkayar 
Lichai Kunhi Marakkayar 
H Levvai Tambi Marakkayar 
Lichai Sahib Marakkayar 
Habib Hussain Marakkayar 
eu gaan a M 
abib Sultan Maraikayar Madar Muhi-ud-din Marakk 
Haidar Sahib Ravuttar Madina Sahib Marukiae 
Haji Madar Marakkayar Maina Pillai Marakkayar 
Haji Muhammad Marakkayar Makhdum Sahib Marakkayar 
Hamid Sahib‘Marakkayar Makka Ravuttar Marakkayar 
Hamza Marakkayar Mastan Ali Marakkayar 


Hasana Tambi Marakkayar 
Hasan Sahib Marakkayar 
Husain Sahib Marakkayar 


I 


Ibrahim Ghani Marakkayar 
Ibrahim Kutti Marakkayar 
Ibrahim Mastan Marakkayar 
Ibrahim Naina Marakkayar 
Ilyas Marakkayar 

Imam Sahib Maraikayar 
Imbichchi Koya Marakkayar 


Maula Sahib Marakkayar 

Mina Muhammad Marakkayar 
Mira Pillai Marakkayar 

Miran Ghani Marakkayar 

Mira Sahib Marakkayar 

Miskin Fagir Marakkayar 
Muallim Marakkayar 

Mubarak Sahib Marakkayar 
MuhammadfA bd-ul-Mutalib Mara 
Muhammad Kalifa Marakkayar 
Muhammad Lebbai Tambi Marakkayar 
Muhammad Marayam Marakkayar 
Muharnnad Miram gudu Marakkayar 
Muhammad Naina Maula Marakkayar 


kkayar 


Is-liaq Marakkayar Muhaminad Naina Tambi Marakka 
IseKandar Marakkayar Muhammad Owvisgarani Maraklaver . 
Ismail Marakkayar Muhammied Sahib Marakkayar 

TIsmailji Marakkayar Muhammad Shaikn Qadir Marakkayar 


Ismail Levvai Marakkayar 
Ismail Sahib Marakkayar 


Muhammad Sultan Marakkayar 
Muhammad Tambi Marakkayar 
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Muhi-ud-din Levvai Tambi Marakkayar 


Muhi-ud-din Pichchai Marakkayar 
Muna Pillai Marakkayar 

Musa Abu Bakr Marakkayar 
Muttu Ghani Marakkayar 

Muttu Pillai Marakkayar 

Muttu Tambi Marakkayar 
Muzaffar Ravuttar 


N 
Nagur Marakkayar 
Nagur Pichchai Marakkayar 
Nahi Koya Marakkayar 


Naina Muhammad Marakkayar 
Naina Pillai Marakkayar 
Nakhuda Marakkayar _ 

Nalla Abu Bakr Marakkayar 
Nalla Ghani Marakkayar 
Naina Bhoi Marakkayar 
Nathad Sahib Marakkayar 
Nursahib Marakkayar 


O 


Ochin Said Marakkayar 
Ochitambi Marakkayar 
Ojin Marakkayar 
Oliam Marakkayar 
Ovvisqurni Marakkayar 


utti Marakkayar 
padi Pea atl Marakkayar 
’Priia ‘Umar Ravuttar 
Pehchai Ghani Marakkayar 
Pichchai Tambi Marakkayar 
Pir Palhiwan Marakkayar 
Pir Pichchai Marakkayar 
Puroya Mea 

ulavar Ravutta 

Pulikutti Marakkayar 
Puttuvitta Marakkayar 


Q 


adir Bhoi Marakkayat 
ait Gaus “Marakkayar 
Qadir Pichchat _Marakkayar 
Qadir Shak. Ali Marakkayar 
Qasim Muhammad Marakkayar 
Qasim Pichchal Maraxkayar 
Qasim Sahib Marakkayar 


R 


Rasul Ghani Marakkayar 
Rasul Pichchai Marakkayar 


S 


Sahib Marakkayar 

Sahib Ghani Marakkayar 
Sahib Tambi Marakkayar 
Saiman Levvai Marakkayar 
Saiyid Levvai Marakkayar 
Saiyid-ul-Ghafur Marakkayar 
Sayid-ul-Marakkayar 

Sahib Marakkayar 

Salih Pillai Marakkayar } 

Samu Marakkayar 
Samuanainar Marakkayar 
Samu Tambi‘Marakkayar 
Sawri Muthu-ud-din Marakkayar 
Sevatha Vappa Marakkayar 
Shaah-ul-hamid Marakkayar 
Shaik Marakkayar 

Shaik Adiyar Marakkayar 
Shaik Ismail Ali Marakkayar 
Shaik Madar Marakkayar 
Shaik Sayid-ul-lah Marakkayar 
Shukur Marakkayar 

Siddiq Kamal Marakkayar 
Siddiq Sahib Marakkayar 
Sikkanduar Abbas Ravuttar 
Sikkandar Muhi-ud-din Marakkayar 
Sini Marakkayar 

Sithik Muhammad Marakkayar 
Sulaiman Levvai Marakkayar 


Tambi Sahib 


U 
Ummichchi Koya Marakkayar 
‘Umar Kutti 
‘Umar Tambi 
Uppi Kutti 
‘Uthmanjani Marakkayar 
Uthaman Lebebai Marakkayar 
‘Uthman Sahib 


V 
Valisa Marakkayar 
Vallayappa Marakkayar 
Vapuchi Marakkaya 
Varisai Marakkayar 
Varisai Ibrahim 
Varisai Levvai 
Varisai Muhammad 
Varisai Muttu Ravuthar 
Varisai Ravuttar 


Z § 
Zain-ud-din Marakkayuer 
Zakiriya Marakkayar, 
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{Paragraph.158, sub-paragraph 4, clause (ii).} 


AUTHORISED SYSTEM FORTHE TRANSLITERA+ 
TION OF ARABIC PROPER NAMES, — 


Arabic letter English Remarks. 
or symbol. equivalent. 
(1) (2) (3) 
a eore 
os 
1 e 
ooru eree 
& 
© 
1 ee 
u ° 
& ena bus 
au . 


Re 
. 
® 


5 ‘ 
a ene 
b een eee 
t oe 
ts we 
cove 
kh 10 one 
a a0 oe 


db Pronounced like “th” in “this? 


f hes 


e UVOean et & . - G6 Rm» 4 a 


252 
APPEND LX-Q— cont. 


Atabic letter Engust Remarks. 
ar spotkel. equivalente 


(1) (2) > (3) 


s 

a s aves 
§ iRine 

sh reas 

$s nie 


dth Pronounced as ‘‘dth” in “width” 


C 
dth Pronounced like <P 


E.g. azls transliterated would 
be kala. 


¢™\ Ca. 2Gs [. Ca. @ OF oo OS C. 


gh 

f ay 

k ee 

k ee 

{ 

m nee 

n This letter to be omitted ai uw 


end of words, thus QA: 
a 
would be Hodaida, excepied 
before a following vowel, 
whenit has the sound 
of (, &2., qv Ae 
tn 


hy 
Ge 
NS 

RX: 


2 we 
e237 
? 


Biaelee Hes hs a 
Medina cam? >. tsa Medinat- 
- 


en- Nabi. 
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[Paragraph 158, sub-paragraph 11, clause (i).] 
J, FORM OF ADDRESS BETWEEN COLLECTORS OF Districts, 


From A.B.C. Thiru Collector of X, 
To the Collector of Y. 


(Settlement Manual.) 


If you have a copy of the above, please send it to me for reference for a few days. 


A.B.C,, 
Collector 
And the Collector of Y should reply— 
From F.G.H., Thiru Collector of Y. 
To the Collector of X. 
Your (number, date)—Settlement Manual. 
Herewith. 
F.G.H., 
Collector. 


II. FORMS OF ADDRESS FOR SUB-INSPECTO RS OF THE EXcIsE DEPARTMENT TO 
VILLAGE MUNSIFS AND VICE VERSA, 


Specimen No. I—From Sub-Inspector to village munsif. 


Lori Creer TEMES FLI-F cr wOugsL AW 5 ; 

Tei oOusyt &) gir w Lo owohlus SHIT Th & (= GSH Hou 
NoevuroyAyt Hor wb scr@Hszomr AresGuk® ote 

torus SHH Cue Car oiar 19. u9 5 & &) 1 5. oe 


18a. gtmaor HQuurcySAyt GirwogM9o erorGorr Se 
Cus Casin@urus Cru. Os @arar@C mar. O sabg 


FLI- Deir owOws1_ 7. 


Specimen No. IT. 
ort Agrw WeomMwugsTTGEG oTtpHNsQer oor Ws SIT ote & .-— 
Gl Ot CT Che THD OWED Fit & Sir Dor ow ug t_ rr AU ts cir 
Lge SH tb Arr ws H HG Gure Gor ctor 19 uIG5 LiL gir aby 
Qeronen mus Horid sTurmssT vib QpresrG ouciorig AQ LILY LOT tet & 
Bat_@& Gar ct HAG yar. 


FLI-Oyabr ov 11 1_ rt. 
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DoevuuriydSyt Agro weolwéargt migit Crepe 
aeHoOoey FLI-QearnQudétf BWura@eG oTYyDS Darovrr 
NOGur tg — 
srmaer crap§u Qeereb worié § 184a-6G% Dove 
yout AgrngSo sro suaGan@ saga CuahG wor. 


Horio nom dsar git. 


Specimen No. If, 
Rot wehwaarot mont Cree F1I-QorawQuécer 
HUTEGHEG THHS Daren. wi HiT vg -— 
SUSEROLw wstonsy Ntarab Seérev nou Dorth srw 
STUD QreorG acry Bey ciyHG osx. 
Grit wePudéaririr. 


TH. FORM OF ADDRESS FROM INSPECTORS AND ASSISTANT INSPECTORS OF 
ExcisE DEPARTMENT TO VILLAGE MUNSIFS AND VICE VERSA. 


Inspectors 
to village munsifs. 





From — 
Assistant Inspectors 


Qe oO stir 
Fal OTt cThO NM FTSAO —_———_—————_—_—____—_____ 
AAMAt cre. Qarowv@ wh. 
wBreHain ss AguurmyjAutT weoudarTHdSS or yip Hus 
MAG ur FL :— 

HevureiyAgt Arrwb seeps Sonr Ors Gu 5S) 
Soyuurd Cus CGaary QouusTD woTiéau” 200-46 
Boj crurrrir last Arrows Heo gearrs CasyQwaruc 5 2 Sus 
syd. 

Q) cir ov G) ur & t_ sr 


AA WO cre. BotrowQw § rt 


a ee 





Inspector 
Reply from village munsif to § ——_—_-—-_—— 
Assistant Inspector 


QeorewOQud i 7 ours er 





w-n- 1-1 alot Frade 
a HAMA cre. QerovAQuse.y ats er 
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eypaghnG@ AouuroyAyt wenludangt vers wr uy 
eUpHs Qareri. MaIGuTrLe :—~ 
SMH OHO LW 2$5rny Urargb wrtéawl 200-56 


IMGuurdydAyt ApTOSHo BagrrTHenw. Mis FmHaH) 
SAECOHEGS OSMNUUIUOSHS Oar or oir. 


SHE MC Sw or, 
Hiri. wove us sar pit. 


IV. Form OF ARZI TO BE USED FOR VILLAGE MUNSIFS IN ADDRESSING T AHSILDARS, 
Sup-MAGISTRATES AND SIMILAR OFFICERS OF OTHER DEPARTMENTS. 


srGamuuréeb gr géar STAM STI Ygouisor sapas 
DHE ArTw YaFy s1YHMS Oarciri git a -—- 

Bitorg wr sib Fa Sit wis oir orp Sus Ut BT OUD OU Zl 

Cri bsg. esrGandiuuréebd ofurerg Gores Guirer 

uot gdb 12a. opr ossH Oedwuriuer. gs. YWSVG Cena org 

9. 50, Oss FHEH FHSEHSG OHFMuKuOSHS Oc irGr—or. 


1865-n@H wero 15a. S\yrir Ly apes) Pi. 


V. FoRM OF ADDRESS FROM ASSISTANT COMMISSIONERS OF EXCIsp DEPARTMENT 
TO VILLAGE MUNSIF AND VICE VERSA. 


From Assistant Commissioner to village munsifs. 


Oe ma vii @ &rig laysr crécooncn gobevtore. & Mavens 
Arse wrséeTorlb HTM wwhwusetTHSG™ BSG GT crores 
Qarcr OTe: — ; 

Qearso mu Gorin Qray 8 wMSG Haonysvs9 5 355G 
étéanc. CGurs Cawy@uTosurd 4 weing suri Gewasy 
Bibepomru Ipsta¢pseG Mayu CaewOwb orsrusG% sy Mus oy. 


Ao ot oir. & Way oor it. 


From village munsif to Assistant Commissioner. 


Qemadu@ Fo yokopsr créer 2AMavOr ore. «Hoy 
ort Qurser FypsSsSHNONG worsstorth Horiw womu sar rir 
eTUpHSEODaM cit. 917 a) :— 

Suse ASST GDrengh Dor mu Doar Ora & pew@sEG 
4 avery gurt Geigy SHEET YITHEG Yo ryAGnar. 
Oss Fash SFmc@HsG OsMuvuuOsHNs OarcinGrer. 


Bia ér AC eu ztr, 


Gl rrrmrsr peo DF ; 
hs ti ba OBS, CUS PF yr 
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APPENDIX S. 
{Paragraph No. 164, sub-paragraph 6, clause-(i).] 


Nore.—All Government Orders and Board’s Procecdings containing authori- 
tative executive orders and rulings, etc., and all material papers connected with 
permanent rights of Government or the public in property of any kind whatever should 
be permanently retained as well as laws, rules, notifications and their interpretations 
and communications to or from higher authorities relating to results of important 
inquiries set on foot unless printed in any books published and supplied by Govern- 


ment. 

Llst of books, registers and accounts to be retained or destvoyed.—Items falling under 
the disposal number system or destroyable within or after one year, being purely of 
a routine nature, are eliminated from the list. The numbering in the village and taluk 
accounts in the list refers to the general village and taluk accounts and the rules will 
apply mutatis mutandis to the Nilgiris, Malabar and South Kanara Manua's wher 
at different numbering is followed in certain cases. 


AGRICULTURE. 
To be retained, 
Nil. 


To be destroyed, 


Serial number and subjects. After years, 
(1) (2) 
Crop forecasts and outturns ia a a eS, is i 10 


ASSESSED TAXES. 
To be retalned. 
Register No. 5 (tax paid by each assessee under Act VIT of 1918). 
To be destroyed. 


1. Register No. 1 (Assessments under Act VIE of 1918) a oat 
2 Register No. 2 (Processes issuec under Act VII of 1918 for collection | 

of tax in case of default). 
3 Register No. 3 [showing servants, pensioners and annuitants of | 

local authorities, companies or any other public bodies or associa- 5 

tions, etc., assessed under section 15 (2) of Act VIE of 1918.) 
4 eer No. 4 (petition of objection under Section 21 of Act ViT \ IC 
1918). 


5 Register No. 6 [Interest on securities of Government and of local | 
oa companies assessed under section 15 (3) of Act + 
o ° 
6 Register No. 7 (Refunds of tax under section 37 of the Income-tax 
2 Act, 1918). 
7° Budget and other accounts .. as oe a <6 ey 
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Serial number and subjects. After vear, 


(1) 23 


Books AND PERIODICALS. 


To be retained, 


1 Regulations, Acts, Codes and Official orders in Collectors’ Offices 
and such of the books as are treated like Acts, Codes and Official 


orders. ee 
2 Gazetted files in the Collector’s office except those of other districts & 

(two sets). 
3 Books supplied by Government to the office library “ we as 
4 The Indian Agriculturist Sa ata ot ie Be 
5 Board’s monthly volumes of proceedings .. a ea i 4 
§ Manual of the treatment of cattle diseases .. 36 ve i 
7 Jamabandi (Land Revenue) Report, Excise Administration Report 

General Presidency Administration Report. aes 


To be destroyed. 


1 Administration Report other than Jamabandi (Land Revenue). 
Excise Administration and the General Presidency Administration 


Reports. 16 
2 Periodical publications superseded by laterissues .. 56 i 3 
3 Superseded editions of books which are neither Acts, Codes and 3 


Officials Orders nor are treated as such in Collector’s Offices, 
when not likely to be required again. 
4 Superseded editions (i.e., ali editions other than the current and S 
the one previous to it) of all books in offices, subordinate to the 
Collector when not likely to be required again. 


5 Fort St. George Gazette supplied to subordinate revenue officers... 40 

6 Gazette files of other districts in the Collector’s office a ie 3 

4 District Gazettes supplied to Divisional Tahsildars and Deputy 3 
Tahsildars’ office. 


fas 


8 District Gazettes supplied to other subordinate revenue officers . 


CENSUS. 
To be retained. 


Published reports and returns of results of census “cz a Pr hs 


To be destroyed. 


1 Compilation registers of Imperial Tables VII and VIII (age, sex and Afte rthe 
civil condition and literacy by taluks.) nex foenser, 


2 Circle lists og «6 oe ee OSS 
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CoMMISSARIAT. 


To be retained. 
Nil. 
To be destroyed. 


Serial number and subjects. 


(1) 


Monthly 2nd quarterly price lists and any correspondence regarding 
them. 


ESTABLISHMENTS, 
(a) VILLAGE SERVANTS. 
To be retained. 


1 List of Village Officers a) es oe we . ee es ee 


2 Decisions passed under Regulation IX of 1822 involving the dis- 
missal of village officers. 


3 Decisions passed under Regulation VI of 1831 and Madras Act 
Ill of 1895, copies of the orders appealed against and exhibits 
not claimed by the parties, who filed them. 


To be destroyed. 


1 Pay abstracts a. ee be as ae 

2 Records of inquiries under Resuiiion 1X of 1822, VI of 1831 and 
Madras Act III of 1895 excepting the decisions. Copies of the 
orders appealed against the exhibits filed by the parties in suits 
under the Act. 

3 Register and summonses prescribed under Madras Act TI of 1895. 

4 Register of applications for execution of decrees prescribed under 
Madras Act IIT of 1895. 


§ Register of warrants and other processes prescribed under Act III 


of 1895 
{(b) OTHER PUBLIC SERVANTS.# 
Te be retained. 
Nil, 
To be destroyed. 
1 Security bonds and’connected papers (after lapse) .. ie we 


2 Last pay certificates .. ee 

3 Travelling allowance bills and sicativanserells relating thereto .. 

4 (a) Pay bills and acquittance rolls where these are maintained 
separately of Government servants for whom no establish- 
same returns are submitted or no service books are main- 
tained. 


ee ee oe 


After years. 
(2) 


4 


It 


Www 


3 


APPENDIX 259 


To be retained. 


Serial number and subject. After years. 
(1) (2) 
‘hy Pay bills of other classes of Government servants and acquit- 6 


tance rolls for pay and allowances (other than travelling 
allowance) when maintained separately. 


(e\ Pay bills of copyists and examiners in the Revenue Department 6 
who are not eligible for pension or leave allowances. 
{d@) Pay bills and acquittance rolls where those are maintained 45 
separately of inferior Government servants. 
5 Leave Register .. i seis sé oi as a ne 29 
6 Establishment orders .. “ns ats oa Se Pe se oo 
7 Annual returns of establishments (April lists) sa oe .s i 


8 Conduct sheets and confidential records of Government servants— 
five years from the date of their retirement, resignation, removal 
or dismissal. 


9 Conduct sheets and confidential records of deceased public servants, 1 year from 
the date of 
their death, 


Collectors have discretion to retain for a longer period, the records relating to any. 
officer either in their own or subordinate offices. 


Notes.—(1) Before acquittance rolls and pay bills are destroyed, the head of the 
office should satisfy himself that the procedure in record to the maintenance an 
verification of service books prescribed in Subsidiary Rules 6 and 12 under Funda- 
mental Rules 74 (a) (iv) in Annexure IJ, Part Ii of the Fundamental Rules (Madras 
Edition, pages 113—115) has been followed. 


(2) In the case of inferior servants, office copies of pay bills should be prepared 
separately showing details of names, leave and other particulars. The total of the 
pay bills for inferior servants should be entered in the pay bills for superior servants 
and the grand total worked out in order to agree with the total of the fair copy [See 
ae Sub-clause (b) of the Financial and Accounts Code for the preservation 
of pay bills]. 


EXCISE. 
ABKARI. 
To be retained. 


1 G-26. Register of demand, collection and balance of Excise Revenue wis 
under ‘ arrears’. 


2 G-26 (a) Register of demand, collection and balance of Excise oe 
Revenue under ‘ current’. 


3 G-26(b) Register of demand, collection and balance of Excise © te 
Revenue both ‘ arrears and current ’. 


506-1—I7A 
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Serial number and subject. After years 


(2) (2) 


Lo 0€ retaind— cont. 


4 G-26 (c) and G-26(d)_ Registers of memoranda explaining the 
difference between the collection shown in the treasury account 
and those as per demand, collection and balance statement. 


5 G-26 (e) Register showing the particulars of balance of Excise bh 
Revenue. 


6 Annual accounts relating to Abkari in Coliector’s office 
7 T.T. 12 Register of demand and collection under T.T. leases 


To be destroyed. 

1 G-11. Register showing collection of Excise fines, process fees and 10 
interest. 

2 Agreements and counterparts, lists of shops, permits, sale accounts 3 years afte! 
and similar routine papers. close Q 

lease. 

3 G-11 (@) Monthly statement of Excise arrears a te es 3 

4 Demand, collection and balance of Excise Revenue and Abkari 10 
fines statements. 

5 Statements of irrecoverable arrears of Excise Revenue recommen- 2 
ded to be written off. 

6 Annual! accounts relating to Abkari in Divisional and Taluk office 

(GPIUM.) 
To be retained. 
Nil. 
To be destroyed. 

Agreements, lists of shops and all other rontine papers .. be .. 3 years after 
close of 
lease. 

FAMINE, 
To be destroyed. 

Accounts connected with famine relief works .. e “ -. After adjust- 
ment, 


Forest. 
To be retained. 


1 File of printed Board’s Proceedings .. i bs ea 
2 Records of Forest Settle ment enquiries i“ a 


APPENDIX 


Serial number and subject. 
€)) 
ForEst—cort. 
To be destroyed. 


Nil. 


iNAMS. 
To be retained. 


1 Accounts showing lands granted as inams and resumed inams i. 


2 Register of Yeomiahdars as a sh uae ey ae 
3 ynam register received from the Commissioner Ae i ee 
4 Sanads and other papers connected with inams .. a 


$ Accounts showing the extent of inam and Government lands and 
their assessment, etc. 


6 nam accounts of village officers ex ne es ate ss 
} 7 Statements and vernacular registers received from the Inam Com- 
missioner. 


8 “Two Cawnies’’ account of inams 


9 Original records of inquiry, between 1861 and 1863 relating to the 
enfranchisement of personalinams. 


10 Original records of inquiry, registers and statements relating to the 
enfranchisements of village service inams in proprictary estates. 


To be destroyed. 


1 Accounts current of inams villages and all other accounts a 
2 Cultivation account of attached inams 


IRRIGATION, 
To be retained, 


1 Lists of irrigation works ne its ae s¢ 
2 Minor irrigation estimates i ; 


3 Estimates for Tank Restoration Scheme works handed over to the 
Revenue Department. 


To be destroyed. 


Minor irrigation measurement books and books of levels 
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After years. 


vm 


oe 


10 


10 years after 


completion 
Of all the 
works for 
which 

entries are 


in 
each book, 
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Serial number and subject. 


KUDIMARAMAT. 
To be retained. 
Records relating to execution of kudimaramat works or the recovery 
of gers from the ryots under Tamil Nadu Compulsory Labour 
Acti of 1858. 


LOANS. 


To be retained. 
Nil. 


To be destroyed. 


1 Loan orders, security bonds and records connected with grant 
of loans. 


2 Registers of applications anc routine correspondence registers .. 


3 Regisier of advances and recoveries .. Sig 5 a 

4 Register No. 19 £2 oe es i oa ea “a 

5 Register No. 22 .. we ee ee ts 4 ae ia 

6 Register No. 29 .. oa es oa aa os ne as 

7 Register No. 30 se ek os i te as ee 

8 Register No. 31 ik ee a Se a as ee 
MISCELLANEOUS. 


To be retained. 
Nil, 
To be destroyed. 


1 Service register of dismissed officers after the order of disp.issalis 
passed and then if no appeal has been fied 


® Statement of unserviceable furniture .. os wie ee ee 


Aflel ¥2ay 


1 yeat after 
date. of 
complete 
recovery of 
loan. 

1 yerr citer 
recovery of 
all money 
advanced 
in the year 
concerned | 


1 year after 
recovery of 
the total 
amount 
entered in 
the register. 


50 years, 
30 years. 
5 years. 
5 years. 


a 
pose 
~ VEQTE., 


APPENDIX 


- Serial number and subjects. 
(1) 
To be destsoyed— cont. 


3 Lists of securities in trust .. we ae a 4 
4 Stock book (G.O. No. 843, Finance, dated 23rd July 1887) ae 
5 Invoice of supplies to other departments  .. as cs oe 


6 Weather reports received from the Meteorolegical Reports to the 
Government of Tamil Nadu. 


7 Office copies kept bv Revente Inspectors of the reports and returns 
submitted to Tahsildars and of their takids io village officers. 


263 


Afier years. 
(2) 


20 
20 
: 
1 


1 veer after 
their trans. 
fer zo the 
taiuk 
record 
reom. 


8 Diaries of Revenue Inspectors Se 6% we a -. 3 years after 
the expiry 
of the year 
to which 
they relate. 

9 Dairy note-books maintained by Revenue Inspectors .. . a. 68 years after 
transfer to 

Taluk office. 
10 Registers of applications for transfer of registry maintained by Do. 
Revenue Inspectors. 
11 Miscel!aneous petitions such as application for copies 1 
appointments, etc. 
12 Indents for office furniture, stamps, postage lebels and j 
printed forms. 
13. Indents for peons’ belts and badges is até .s os Lill next supply 
14 Sub-treasury examination reports form Tahsildars .. ee 1 
15 Attendance—Memoranda is a we a 3 1 
16 Statement of public copies granted in Taluk offices .. “se ss 
17 Monthly statement of accidental deaths is ‘i ie 
MISCELLANEOUS-—M AGIS7ERIAL. 
To be retained. 
Nak. 
Lo be destroyed. 
1 Register of licences sg ee a ae 
2 Annual returns of awards ua 3 
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Serial number and subjects. 


() 
PRINTING PRESSES. 
To be retained. 
Stock register oa aia se es a ae 
To be destroyed. 
Press accounts .. ae ag “i ie ie Sis 


PuBLiC WorRKS, 
To be retained, 


List of public buildings ie ae 


To be destroyed. 
1 Register showing monthly progress in expenditure 


2 Minor irrigation imprest eash book 


RECORDS. 
To be retained. 
1 Record indexes .. sy re oe ee ke se 
2 Register of revenue suits ee a be te 
3 R:gister of revenue appeals... ag ae ig 


To be destroyed. 


1 General registers of correspondence received in Hosur 
Dyisional Tahsildars and Deputy Tahsildars’ Offices. 


2 Board and Government registers zs 
3 Petition register .. 
4 Tour register Ps te ee ae 


ee? ee 


5 Cerrent and disposal registers maintained by 
Inspectors. 


6 Register of books in the library os ‘ 


7 Registers of search fees ee os es os 


$ Disposal registers eo: e e oo o 


Reyenue 


After years. 
(2) 


20 


10 
20 
10 
3 years after their 
transfer of the 
Taluk Office. 


As soon as out 
of date. 


3 
20 
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Serial number and subjects. 
€1) 
REVENUE—LAND. 


To be retained. 


1 Register of prohibitive orders -. ge ‘ae 7 at 
2 Paimash chittas relating to— 
a) unsurveyed villages ; Es a 
b) village service inams in zamindaris and whole inam 
vi : 
(c) devastanams and a a - - bi 
(a) vilages bordering on areas under other adminis~ 
trations. 
3 Measurement accounts of backyards .. 
4 Registers of settled estates 


5 Accounts which are of importance in any district, 
those relating to wargs and kumaki in South Kanara. 


€.£8., 


6 Original order conveying a Government grant of assignment 
inchoding all the conditions attached thereto 
with the sub-division sketch and statement, if any. 


7 Order of acceptance or relinquishment with the sub-division 
sketch and statement, if any 


8 List of topes 


9 Register of tands given to the Railways and transferred 
from them. 


10 Register of quarries 
11 Jamabandi order books = “y st = 


12 Permanent settlement accounts including abstracts, reports 
and orders. 


13 Bilmukta pattas for Government topes and scattered trees? 


14 Records connected with the relinquishment or resumption 
of inam or changes in their description. 


To be destroyed. 


1 Survey and settlement accounts as aie a ats 
‘2 Register of refunds of over payments ie ie 
3 Register of darkhasts for irrigation .. ie ae 


4 Register of petitions for remission 


together 


265: 


After years. 


(2) 


os 


After next 
settlement. 


e~ 
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Serial number and subjects. 
(1) 
fo be dest’ oved—coni. 
5 Demarcation registers (stones) A and B te ie a 


6 Records conpected with permanent changes and new fields 
and sub-divisions tecorded in Taluk registers Nos. 7 and 
8-A except those relating to relinguishment or resump- 
tion of inams of changes in their description and the sub- 
division records connected wich land acquisition, grant 
of assignment of tand and relinguishment of lant. 


7 Application for granzs of assignment of Jand and other 
records connected therewith except the orders of grant or 
-assigament including the conditions attached thereto 
aud the sub-division sketch and statement, if any. 


8 Applicauon for relicuishment of land and other records 
connected therewiin except the orders of acceptance of 
relinquishment witn the sub-division sketch and state- 
ment, if any. 

9 Applicationsand other records connected therewith relating 
to changes in holdings (except those relating to relia- 


quishment of inams) recorded in taluk regisers Nos. 6, 
6-1, 6-A and 8. 


REVENUE RECORDS AND REGISTRATION, 
To be retatued. 


1 Register in Form D, showing the theodolit2 stations to be 
attended to by the Inspecting Tahsjidars. 


2 Inspecting Tahsildar’s register of survey errors corrected 
(Appendix XV to S.O. No: 34-8, paragraph 7}. 


To be destroyed. 


J Taiuk and viilage stock register of stones (Form J) 


2 Register of charges incurred for renair and renewal (Form ID 
of survey marks. 


3 Abstract of Form II and extract form I ‘Form U1) i 
4 Extract from Form It (Form [V, B.S.0., No. 34-A) “i 
§ Register of survey advances and their adjustments (Form V? 
6 Villagewar demand, collection and balance register cf 


charges incurred for the repair and renewal of survey 
marks (Form Ya. 


5 years 


After years. 


(2) 


10 


19 


after the 
new register js 
writen wp. 


S* 


APPENDIX 2b.4 
Serial number and subiects. Atter years. 
qd) (2) 
To be destroyed—cont. | 


7 Demand, collection and balance under—Cost of survey > 
marks—Survey Officers—Cost of survey marks—Col- 
lectors (Form VII). 


8 Bil! for advances for replacing missing boundary marks 3 
(Form VIII). 


9 Statement of sums to be recovered under Section 15 of Tamil 3* 
Nadu Act VIE of 1923 (Form X). 


10 Half-yearly statement showing the transactions under 1 ee 
Revenue Survey Advances—Collectors’ Form (XI). 


11 Half-yearly statement showing the transactions under Survey £5 
marks—cCollectors’ and ‘Survey marks’—‘Survey Officers’ 
(Form XI). 


Jnat 


12 Annual Statement showing the inspection of survey marks, 
their repair and renewal (Form XIII). 


Cy 


13 Register A—Village headman’s register of bills received 
from survey officers for collection (Form XIV). 


14 Register _B—Register showing taluk demand 'collection and 5* 
balance of survey advances (Form XV). 


15 Register C—Register Showing vaiticuls.rs of vill received =" 
from the Survey Department and forwarded to the Tah- 
sildars for collection (Form XVI). 


16 Regisier of application for copies of field maps (Appendix YV). 19 


17 Register of survey instruments and books (Appendix XT) .. 2 years after 
the new registes 
is Written up, 


18 Register of applications for showing ‘F’ boundaries 13 
(Appendix XH). 
19 Register of acknowledgment of notices issued to registered 5 


hoiders of land under sec.ion 15 of the Madras Act VIZ 
of 1923 (Appendix I). 


20 Register of untrained and incompetent karnams (Form C), 2 yearsaiier ail 
; the kKkarname 
mentioned in 
it have been 
trained, 








* These mav be destroyed after the years noted against them provided that the 
amounts shown to them as due to Government have been either recovered 
in full or otherwise adjusted. 
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21 


23 


24 


25 


26 
27 


28 


29 


30 


31 
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Serial number and subject. 
(2) 
To $e destroyed—coni, 
Stone Register A and B (Appnedix I) a ae as 


Stock book of survey instruments (Appendix XVII4 ofthe 1 


Stationery Manual) 


File of village stone depot inspection extracts received from 
Deputy Tahsildars or Tahsildars and Revenue Inspector. 


After years. 


(2) 


3 years for wet 


villages and 
5 years for 
dry villages. 
after a new 
register is 
written up. 


year after the 
balance have 
been verified: 
and 

forward to a 
new register. 


1. 


Appendices to Revenue Inspectors diaries received by the 3 years after the 


Inspecting Tahsildar (Appendix. VI to Board’s Standing 
Order No. 141). 


Revenue Inspector’s reports on the checking of karnams’ 
survey instruments, maps and survey qualifications 
(Appendix XI to Board’s Standing Order No. 34-A), 


Inspecting Tahsildar’s programme and diary (Appendix IID) 


Applications for copies of field maps, showing ‘F’ bounda- 
ries, answer papers, sketches, etc., of karnams and revenue 
subordinates in survey schools and other routine corres- 
pondence. 


Register of sub-divisions with the Inspecting Tahsildar 
(Appendix X). 


Notes of inspection of Taluk Offices, Deputy Tahsildar’s 
oo and Village records (Forms B, B-1, B-2 of Appendix 
Th). 


File of extracts ‘from 
Inspecting Tahsildars. 


expiry of the 


year to which 


they relate. 


1 year after the 


expiry of the 
year to. which 


they relate. 
3 
1 
20 
1 year after 
fresh notes of 
inspection Tfe-= 
lating to that 
taluk or 
village are 
prepared. 


8-A Registers maintained by the 1 year after the 


receipt of alt 
the  sub-divi- 
sion records. 


Files relating to errors in measurements beyond the margin 3 years from the 


of error as defined in Board’s Standing Order No. 34-B, 
paragraph 5, not involving alteration of the area of a field 
by more than 5 per cent. 


date of dis- 


posal, 


APPENDIX 29 


REVENUE RECOVERY ACT. 


Serial number and Subject. After year: . 


(1) (2 


To be retained. 


4 Register of sales under Act II of 1864 Vide Taluk Accounts. 


2 Register of transfers of zamindari estates, shrotriyams and 
inams. 


3 Registers of certificates under Act II of 1864. 
To be destroyed. 
Register of persons confined in jail .. es ae ex “a 3 


SPECIAL FUNDS. 

To be retained. 
Nil. 

To be destroyed. 


1 Lapsed engagements and security bonds executed by ferry 3 
renters. 
Extract from the Bound Register (Code Form No. 36) and 3 


taluk return (Code Form No. 46), 


STAMPS. 
To be retained, 
Wil. 


To be destroyed. 


1. Chittas of deposits, sale and expenditure is och ie 15 

2 Engagements executed by stamp vendors ay e .. 3 years after 
expiry of the 
hicence. 


STATIONERY AND STORES. 


To be destroyed. 


indent and accounts i oy a on wey . ae ‘bs 3 


(G.O. Ms. No. 2070, Public (Services-A), dated 16th August 1972.) 
(B.P. Rt. No, 5264 (1), dated ist September 1972). 
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Serial number and Subject. After years. 
(1) (2) 
STATISTICAL. 
To be retainea. 
1. Price lists (vide Taluk Accoutts). 
2 Registers of rainfall. 


3 = 7 works of public utility constructed by private indivi- 
uals. 


Monthly return of bir:hs anc deaths prior to Ist Januery 1953. 
submitted to the Director of Public HeaJth. 


To be destroyed. 
Small pox, cholara and cattle mortality returns received from the 3 
taluk. 
Surrs. 


To be retained, 
1 Cases tried under Regulation V of 1822 by viliage or taluk pan- 
chayats. 


2 Judgements in suits, 


To be destroyed. 


Annual return of suits for transfert or register. 
TALUK ACCOUNTS. 
To be retained. 
1 Registers A. B.C and D. 
2 Ruined tanks—Return No. 12. 


3 Price list and returns Register No. 3 and Return No. 1} 
(Section IV). 


4 Redemptions of lard revenue (Register No. 26). 


Beriz deductions in favour of religious institutions (Register 
No. 10). 


Register of lands bought in by Government. 
Sales for arrears of revenue (Register No. 18). 


Area under crops—Statistical Return G. 


oOo oe wt A 


Register of house-sites granted in villages and towns. 


10 Register No. 21 —Special for the Nilgsir district. 
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Serial number and Subject. After yeara. 
qi) (2) 
To be destroyed. 
1 Cowles—Register No. 13 ae ae es a she 20 
2 Sezson report—Return No. 1 (Sections I and I-A and B) 10 
3 Irrigation Sources —Register No, 22 and Statistical Return M 10 
4 Rentroli—Regsiter No. 23 end Return No. 18 19 
5 Agricultural stock —Register No. 21 except in the case of the 10 
Nilgiris, Return No. 19 and Statistical Return A. 
6 Incidence ofland revenue Stastical Return No. 18.. es 10 
7 Currentregister of permanent changes No, 7 xi .. After the new 
village regis: 
ters are publi 
shed. 
8 New Survey fields and subdivisions—Register No. 8-A st ° Do. 
9 Demand Accounts [Register Nos. 9, 11, 1144) and 11 (ii), 12 3 
and 20 (i) and 20 (ii).] 
1¢ Dem:nd, Collection and Balance Accounts (Register Nos. | as 
14, 15,15, 17 and 17-A and Return Nos. 2, 2-A, B,C, 
and D). 
11 Balance accounts (Registers No. 14-A, B, C, D and enclosures 3 
A to No, 15). 
12 Cultivation Accounts (Register Nos. 1, 2,24 and 25-A) 3 
13 Crop forecasts outterns (Regiter Nes. 27 and 28 and Return 3 
No. 26). ® 
14 Season report—Return No. 7—Seciion HT .. Pe ic 
a5 Darkhast and relinquishment registers and registers of chan- 3 
ges in holdings No. 4, 6, 6, 6(i), 6-A and 8. 
16 Process registers ts an ae os a 8 3 
17. Sales of unoccupied lands (Register No. 19) .. - 6% 3 
18 Jamabardi Returns Nos. 3 to 10 and 14 to 16 3 
19 Siatistical return A-1, A-2, F-1 and F-2 and L a we 3 
20 B. Memoranda prescribed in paragraph 21 of Board’s Standing 10 
Order No. 15 and the current register of B Memoranda and 
applications for poramboke land prescribed in note (8) to 
paragraph 3 of Board’s Standing Order No. 165. 
21 Register of applications for house-sites in village and towns 3. 
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TREASURY. 


(a) Taluk Treasury. 


To be destroyed. 
Serial number and Subject. 

(1) 
1 Shroff’s cash book of receipts .. a ie ‘ we 
2. Shroff’s cash book of fates 
3 Register of pension payment orders... Sie. Hae i 
4 Monthly accounts—current .. es M4 ats or 
5 Sub-treasury chittas of rceipts and disbursements including 


subsidiary chittasand taluk avarzas of classified abstracts. 


4 Accounts’ Day Book (M.T.C. Ferm No. 14) .. 
7 Register of deposits af é ; u 


8 Daily sheets from the branch of the Imperial Bank of India 


and counterfoils of chalans and cheques. 
9 Seals register (in the custody of Sub-Treasury Officer) ee 
10 Seals register in Police custody .. ve a i i 
11 Saderward accounts of petty receipts and disbursements a At 


42 Accounts of salaries held in deposit .. és sce ae 
13 Returns relating to collection and balance of arrears .. 


14 Register of charges and under village service fund .. we 
45 Sale register of stamps .. ae ‘5 os we 


16 Stock register of stamps (Single lock and double lock) a 


17 Register of furniture so aes ws ee wis a, 


18 Local fund memorandum of payments .. ae si os 
39 Ctassified shedule of local fund receipts és ‘a ee 
20 Register of currency notes os gfe oe es ae 
21 Regsiter of valuables a ss iss 2 _ oe 
22 Permanent advance register at Be cng o a 


93 Account particulars of contingent charges a 
24 Chittas of receipts and charges in Deputy Tanshildaus’ Offices 


25 Register of uncurrent silver coin sine Ae es 


26 Register of uncurrent copper coin ae ee ds ve 
27 Head Accountant’s number book a Mae Tes nee 
28 Receipts and"disbursements (Journal) .. Se, ee ta 


After yeara. 
(2) 
20 


20 
20 
id 


te 


10 


10 
10 


10 


o— 
© 


ww! we ww & WwW ww &» w ow 
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(a) Taluk Treasury—coxt. 
To be destroyed—cont. 


Serial number and subject. 
Q) 

29 Register of charges issued by Local Fund Engineers 
30 Register of padlocks and duplicate keys 
31 Retreachment register : bes oe a 
32 Keys: gegister s 7 aes ea we #3 
33 Local fund receipts avarza 
34 Rogier of Postal Life Insuranc: Fund and Gen*sal Provident 


35 Stock register of saleable books 
36 Register of taluk cheques cashed 
37 Register of sub-treasury Form No. XLIV 


38 Rogie of charges issued by Pottic. Works pees 


39 Register of postal charges ve ‘ es 4 ae 
40 Shroff’s cash balance register .. ee os fe a 
4 Shroff’s anamath balance register  ~ o. . oe 


42 Shroff’s balance sheet ch ; 
43 Anamath register, Madras Treasury Code Form No. 46 
"44 Register of late taluk remittances 


45 Anamath disbursement register ad 

46 Register of unshroffed village remittances oe one “ 
47 Register of unshroffed coin = ; “a we 
48 Register of receipt and return of deci cash chests 


49 Pharists (covering lists) of accounts and vouchers submitted 
. to- Treasury Deputy Collector. 


50 Other accounts és te a a ae as <s 
St Cheque counterfoils ae ee ae we ee oe 
52 Contingent bill and vouchers as i a ds ae 


$3 Receipts granted for money received re i be ‘ 
-54 Chalans and remittance books ., ‘fs sg ee Se 
55 Application for cash ofders i a we a oe 
56 Objection slips ai oy as ee zs se es 
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Serial number and subject, — After years. 
(i) as (2) 
(6) Collector’s Treasury... 
To be retained. 
Register of powers of Attorney, Probates, etc, 
To be destroyed. 
1 Register of payment pay orders .. 3 “a me aS 20° 
2 Register of remittance transfer receipts issued .. i a 10 
3 Counterfoils of remittance transfer receipts .. od oa 3 
4 Treasury chittas(English) 65 wee ee ee 1 
5 Chittas of deposits 7 ‘ne 36 anti si 10 
6 Chittas of expenditure... a. 3 10 
7 Office eth Public Works Schedule of rociots fr forwarded 40 
8 Check register of remittance transfer receipts. .: oe sae 10 
9 Counterfoils of cash orders in taluks .. ba on a. 10 
10 Abstracts accounts of receipts and outgoings and probable | 10 | 
estimates. ; 
11 Civil, Military and Stee fund intenent ie i 10 
ma ee ag Ae ee eee ek ot m0 
13 Loansregister -.. se te. “Re ae re 7” 90 
14 Ledger postings 6. 0, eee a 0 
15 or of deposits, revenue, civil, criminal work and per- . = 10 
16 Saderward accounts of petty receipts and disbursements .. 
17 Statement of fines: a8 “cout. 8ee. we, Mer ae 


18 Accounts particular of contingent charges www 
19 Other accounts S ee gt 

20 Contingent bills and vouchers... . 

21 Regeipts granted for money received | . ‘ 

22 Transfer of charge certificates | 

23 Applications for remittance transfer receipts . 

24 Districtwar distribution of sanctioned grants Ses, ee 
25 Applicants for additional allotment os = - . ue. 
26 Chalans and remittance books a Se ee es eds oe, 3 


ww Www wi w 


' APPBNDIX Zit 
Serial number attd subje Ch. After veors 


(1) . {-) 


{>) Collector's Treasury—cont, 


To be destroyed—cont. 


27 Register of chalans issued by the Treasury on the Imperial oo. 
* Bank of India. ~ : . 
28 Treasury passbooks  .. ss... oe ae 3 
3. 


29 Application for. cash orders .. ...- ..- 


30 Objection slips .. is cau. Ses i es fe 


31 Receipts of repayment of deposits | Pee se, i 10 
32 Cheque counterfoils- . is a ae 53. aa Io 
} 33 Register of uncurrent silver coin i Bae ae ve 3 

34 No. 22-A Huzur posting statement for the half-yearly return 3 
showing recoveries on account of advances under th « 
Loans Acts. 

35 The Huzur posting registers—Receipts and disbursements .. 10 

36 Agcountant’s day book .. * o bs. ee ‘i “10 

37 Remittance transfer receipt advice lists He 4 .. 3 account years. 


Nore.—-The advice list of Remittance Transfer Receipts received at the treasury 
should be verified by the Accountant-General before they are destroyed. A 


38 Register of Government Promissory Notes enfaced for. pay- 20. 
ment of interést. 


39 Payable and cancellation advicers received from the Public One complete 


‘Debt Office. account year. 
40 Register of securities tendered for renewal consolidation gc 
or sub-division: 7 7 
41 Register of interest warrants a oar 6s 4 10, 
42 Register of bonds eee for payment of coupons... 20 
43 Register of coupons paid ee ei te, aes as 1 
44 Interest distribution register 7 ie 2% ae hs : = 


45 Payment order 6f interest’ of promissory notes’ at a sub- 20 vears or until 
treasury (Form No. 15 of the Government Securities interest ceases 


Maruat) - to be pai 
the subvaremeee 
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(c) Cash-keepers Records. 
To be destroyed. 
Serial number and subject, 
(1) 
1 Register sh“wing receipts and sale of stamps and forms <3 


2 Daily cash account, the permanent advance account and 
registers contingent charges. 


3 Miscellaneous accounts... a = ea “a os 

4 Cash book - is wie oe se 
(d) Accounts, 
To be destroyed. 


poh 


Periodical accounts received from the taluks— 

(a) Daily cash balance report, lists of payments, list of collec: 
tions on account of other disiricts and monthly cash 
balance reports. 


(b) Accounts current of receipts and charges (Central, State and 
Loca] Funds). 


(c) Monthly land revenue and abkari demand, collection and 
palance statements with appendices including posting 
statements. 


(d) Probable estimates we ae “s ace 

(£) Statement showing subscription to District Gazette 

if) Statement of sales of service registers, books abkarj per- 
mits, fornis of patta and of applicatign for appoititment, 
survey plans'and settlement regisitrs, ett. 


(g) Statement of cheques cashed (Public Wotks Department, 
‘Forests and Local Funds) or Postal letters of credit and 
of uncashed personal deposit cheques. 


Dreig ay of amounts realized on account of survey 
(7) Statement of sateproceeds of fallen trees 
(j) Particulars of recetpts of Public Works Department 


ee 


*e 


(k) THposit accounts . ts . . 7 . 
(J) Q@firterly statermont OF rRAPAMORRA expenditure of cutretic’ 
notes. rreticy 


i ae . oe @e *@ « 2 
cm) List of outstanding balance of criminal ‘and revenue 
deposits. 


solid Statoments of comm,r and. flreeesuakend 2 dstagad 384 


jeomo? «© eani20@ «sMomnevoD 413 Yo 21 .oK emorl) 


a928559 “ ¢ 
ena May iodsatf advances and recoveries under th» Loans Act ., 
wemenon-due oct 


After years, 
(2) 
3 
4 


1g 


ww ww 


3 
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Serial numbzr and subject. After years. 


¢d) (2) 
1. Periodical accounts received from the taluks—cont. 


(7). Acknowledgment of permancnt advance fund 


*e ee 3 
(q) Minimum balance statement weeded; | ae 4 
(r}-Ludget statement of land revenue .. ot me 4 
(s) Process fees statement ea ans << 6 





2. Office Copits ef perigdicalaccqunts,other.than Muzur Treasury The period fixed 
accOunts forwarded to the ActCountant-Generaf and the fort 


ie COrres- 
Board of Revenue. Ponding taluk 
accounts from 
-Which they are 
Prpared. Office copies of 
‘duzur Treasury ,accqunts 
should be retained for ten 
years, 
' 3, Regjster showing the disburs:ment and:balaace.of:the pay.of 5 
village establishment. 7 
4, Register showing the taluk war demand, collection and ‘balance 4 
of ferry rents. 


TRIGONOMETRICAL SERVEY, 
To be retained, 
List of Stations : | 
To be destroycd. 
Nil. 
VmLAGe Accounts, 
To be retained, 
1. Register A and B. 
2. Register of conditional assignments. 
3. Village statistical registers. 
4, Birthis and Deaths Registers, No. 19 sections Land I. 


To be destroyed, 
1, Description Accounts— 
(a) Nos. 2, 8A, 8:B,10 (and 120... 10 
(5) Register of changes No.3... 
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Serial number and Subject. 
(1) 
To be destroyed—cont. 


2 Jamabandi and Miscellaneous Accounts— 


Jamabandi check memoranda aes ahah 


Mosftly cultivation account No. 1 and iat s inspection 


Rainfall and water-supply No. 20 —_ « ss wa 


Jamabandi, statements Nos. 2-A, 2-C, 3-A, 4, 10-A, we: 


 Tand 9. 
Jamabandi statements (5 parts) I to Il, 6Gand6A - 
Statement showing the production of minerals, No. 24 = 


Village ‘C’ Register ” ig °° es ee ee 3 


Nominal list of unprotected children No. 19-D- a ee ee 


* 


3 Cash accounts, Nos. 13, 14, 16, 17, 14-A, 14B, 14-C and 15... 


4 Statistical accounts. 
Agricultural stock .No. 21 ce ae eae 
Changes in ayacut No. 2-E ; ws e 
Area cultivated and irrigated and outturn, Nos. 2-B and I-A ., 


of irrigation of sources No, 2-D as “2 


Statement 

tatement showing — of pattas of various values held j in 

the village No. ss 
Cattle disease and sncatality, No. 19, section 1 Wt - _ 

5 Statement showing the mortality among cattle ard bois, 
No. 19 III-A. 
a - _ WEED BEASTS « 
. To be destrayed,, 


4 Annual and quarterly returns oe wi a wi eo 
2 Accourits and receipts of. rewards paid wis °* Gas Thent 


After years, 
(2) 
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APPENDIX T. 
(Paragraph No. 164—sub-paragraph 6, clause (i), aote (5). 
ROLES FOR THE DESTRUCTION OF RECORDS UNDER THE DISPOSAL NUMBER SYSTEM. 


The following instructions relating to the destruction of useless records of the 
period following the introduction of the disposal number system, should be carefully 
observed in all offices :— 


(i) Drafting clerks and assistants should make on the. docket of each disposal 
file before it is sent to the record room where the file should be permanently | 
retained or destroyed, noting in the letter case the year of destruction. The - 
entries should be made by means of appropriate rubber stamps and should be 
checked, and if necessary altered, by the head of the department or branch of the 
office concerned. - Ah 


_ (ii) After disposal, papers should be entered in the ‘ retain (R)’ or ‘destroy (Dy 
disposal list, according as they are intended to be permanently retained or destroyed 
at some future date. ; 


(iii) Papers entered in the ‘D’ list or ordinarily liable to be destroyed. afte) 
ten years, but care should be taken to see that the papers which are specially markeo 
for retention for a longer period are not prematurely destroyed, Such papers. 
should be put in separate bundles with the year of destruction clearly marked om 
the top of each bundle. ae eee 


_ (iv) At the time fixed for the destruction of records the record-keeper should 
enter in the appropriafe D’list the numbers and dates of the. files which have to be 
retained for more than ten years. He need not, however, give abstructs-of such papers. 
For instance, the bulk of the papers entered in the ‘D’ disposal list for 190% wi ibe 
liable to be destroyed in 1920. Of the remaining papers, some may been marked for 
destruction in 1925 and some in 1930. The record-keeper should cnter the numbers 
and dates of the ‘D ’ —1925 ° papers in the ‘D ’ list for 1914 and those of the ‘D ’—- 
1930 ° papers in the ‘D’ list for 1919. e. § e 

(v) The record-keeper should certify at the end of the disposal: list that all the 
records included in the list which are ripe for destruction have been destroyed. 


LIST OF PAPERS SUBJECT TO THE DISPOSAL ‘NUMBER SYSTEM - 
WHICH HAVE TO BE RETAINED FOR MORE THAN. 


TEN YEARS. 
Years, 
Census. . 
1 Correspondence and orders regarding the taking ofthe census... ni 
Escheats. 
2 Papers relating to escheats other than final ordersand aay = wwe ev 
'. "Important correspondence. | 
dInam:. 
3 «Correspondence concerning disputed inam quit rent lige eae, oy ba . 222 
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Establishment (b) Pabtic Servants. 


4 Corresponderace regarding suspension, dismissals, etc. .. a 20 
Public Works. 

5 Reports on ordinary irrigation woroks ae ‘af a 29 
APPENDEX U. 


[Paragraph No. 164, sub-paragrarh 6, clause (iv) .] 


RULES UNDER THE DESTRUCTION OF RECORDS ACT 
(ACT V¥ OF 1917). 


1. Index paper ta te opeveds—An index of the form prescribed in Part A 
of the appendix hereto shall be put with the record of every case otber ‘than 
our uncontested suit or proceeding in the Court of Smail Causes, Madras on 
its first institution in each court, and each paper, as ‘itis filed with the revord, 
shall ‘be -efitered ‘in such index. 


The index paper itself and the B diary need not be entered in the index. 
The. date of issue of process shall be entered in column (2) of ‘the form end 
the ‘date of return -afier execution ‘in column (3). The dates on which depo- 
sitions, judgements -and decrees were completed or signed -by the judge shall 
be eritered in column (2), and ‘the date of receipt by the ‘suits clerk shall*be 
shown in column (3). 

9. Records te be divided into parts.—Every record shal! after its zomple- 
tion and immediately before it is deposited in ‘the record room, be divided into 
parts all -shown in the table given ‘in Part ‘B of the Appendix, and to ‘facilitate, 
the divisions each paper other than records in uncontested suits or proceedings 
ih the Court of Small Causes, Madras, shail as soon as it is filed with the 
record, be numbered and marked -off in the index as appertaining to one or 
another of such parts. 


Unfiled documents ro be kept apart and destrvved.——Other documents wiici 
have been produced by partics ‘but ‘have either not been tendered in evidence or 
having been tendered in evidences, have been rejected, shall be kept apart 
from the record of the suit or other procecding to which they belong and 
shall, if not reclaimed by the party who produced them, be retained. in the 
Court! in -which they were produced for a period:of one ‘year from the Jate 
of the final order of the Court ‘in the suit or proceeding in which the docu- 
ments were produced, and snalj at the ‘expiration of that reriod be destroycd 
in the manner prescribed by rule G infra : 


Provided that notice of destruction shall be given in the manner prescribed 
by rule 7 infra in the month of January gueceeding the date of expiry of the 
period of one year referred to in this rule and also by otlixing ‘to the notice 
board of the court (at the time or publication in the Gazette) a copy of the 
notice published in the District Gazette. -Rule & infra shall not apply to such 
documents. 


No application is necessary for the return of the documents: produced, ‘which 
have either not been tendered in evidence, or if tendered, have been rejected. 
It is sufficient if a receipt for their return is taken in the list with which they 
have been put up. 


3. Period of retention of records:—The parts of records described in the 
table given in Part C cf the appendix shall be retained for the periods respec- 
tively, specified against them from the date of their completion provided that 
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in any case the presiding judge or magistratc may, for reasums to be recorded 
in waiting, direct thut of the papers im any one part -be transferred io any other 
part for which a longer period .of retention is prescribed -in swhich case the Lact 
shall :be noted in the index and the papers dealt with as if they had :belerged 
from ‘the commencement to the part to which they were so transferred. 


Process to defendants in ex-parte suits.— Tie proceedings issued to defendants 
or respondents whe are ex-purte in suits for appeals falling under stib-hcads 
I (D), .2 and 3 of Part C-1 shall be transmitted by the District Court to Sub- 
ordinate Courts at the iime of the destruction of -Part I so ,that they may be 
included if the cxecution is not complete. If at the time of the desicuction -of 
Part I execution is complete the record-keeper should .include be said procesacs 
in part execution record. 

4. Period of reienzion of cour: registers. cic.—The court registers, :-books 
and ‘papers described m the table given in Part D-of the appendix shall be 
1étainedl ‘for tbe period respectively, specified against them 1eckoning -from -their 
1espective dates o. from the dates at which they close : 

Provided that the District Judge or District Magistrate may, in +his  discre- 
tion direct ‘the retention for a long period or permanently of -papers which éhe 
may consider likely to te useful in future, as containing ‘the result of inquiries 
or other information, or the opinions of experienced oftcers in matters -von- 
nected with the general administcstion .of justice .and .pronided also jthat .no 
court subordinate to the ;District Judge nor .any criminal court subordinate .to 
the ‘Magistrate .of ‘the district :shall cause .any -papers ;to :be «lestroyed ;under .the 
next succeeding rule without having ‘first obtained from such District Judge or 
Magistrate of the district, as the case may be, permission in writting to :do 
50. 

Documents ripe fer destruction re-exhibiicd —Where any document af 
which the destruction is ordered by these rules is, before :it.has been destroyed, 
made.evidence in any other suit or proceeding, -the rule regarding .its.destructions 
Shall be the rule applicable to .evidence :filed ;in -such -suit or spreceedings where 
the period prescribed by such last mentioned rule is an excess of the -peried 
prescribed by the rule which .originally governed its destructioa. 

‘5. -Books and papers to Le destroyed after prescribed period —All_ recoris, 
books and papers des<ribed in the table given in Parts C and ‘PD ofthe Appendix 
shall ‘be destroved withcut fail at the expiration of the periods respectively 
indicated against them unless the High Court sanctions their disposal in any 
other manner : 

Provided that documents produced in courts by ‘Government -Odicials .or 
send for under Order XII, mile 10 of Schedule ‘I, Code of ‘Civil ‘Procedure, 
1908, shall not be desiroyed, but shall, .if not previously .returned, be trans- 
mitted to the responsible otlicers on the expiry of the period prescribed ‘for 
their ‘retention. 

S-A. Records which are not be destroved -—Fhe -following :shauld on ino 
account -be destroyed :— 

‘Records connected with expendiiure which is within the statute of ‘limita. 
tion. 

Records connected with expenditure o7 protects, schemes or works not 
completed although beyond the period of limitation. 


Records connected with clainis to service and -personal .matters affecting 
persons inservice. 


Orders and sancnons of a permanent character until revised. 
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: 5eB._Records of village panchayat courts All records of civil suits of village. 
panchayat courts other than those mentioned in sub-head 8 of ° Appendix B. — Civil 
—Part shall unless the High Court sanctions thcir disposal in any other manner, be 
destroyed by the presidents of the panchayat courts a week after the transmission of 
the records to the District ‘Munsifs’ Courts under the rule 54.of the .rules framed 
by the Government under the Mardas Village Courts Act, 1888,.as amended -by- 
Madras Act If of 1920. Before destruction, proclamation in the village by beat of 
fom-tom shall be made, but the provious permission of the District Judgeas prescribed 
by the proviso to rule 4 above is not necessary. paar 

. 6, Districts and Fort St. George Gazette.—-With the exception of District ‘Gazetie 
Part I-A, I-B, II, Il and FV of th. Fort St. George Gazette and Parts 1, Il and Hy 


and supplements of the Government of India Gazette, which may be sold as waste 


paper; all other records, books and papers to be destroyed under rule 5 shail be 
burnt in the presence of the record-keeper. 6 : - 


> |. Whenever records, books or papers are destroyed under rule 5, a complete “list 
the records, books or papers so destroyed shall be prepared and the date of destruc- 
tion shall be prepared and the date of destruction shall be entered at the head thereof. 
It shall be the duty of the record-keeper (or his assistant, if there is one) to.certify the. 
correctness of these lists. Whenever in sessions cases judgments in which the sentences 
passed is one of t transporatation for. life are destroyed, the record-keeper..or his 
a$sistant, as the case may be, shall also certify that the judgments is destroyed either 
becuase a report of the convict’s death i as been received or because the convict has 
beenreleased. : 


°”, Publication of list of documents to be destroyed in the Gazette.—-To enable 
parties who have filed documents in court, to withdraw the same beforethe pericd 
appointed for their-destruction, a notice shall be published in the District Gazette 
in January or July of each year stating that all documents filed in the suits (to be 
therein enumerated) will, unless previously reclaimed, be destroyed at the experiaticn 
of the period indicated in the notice ; and the follwoing note shall also be entered 
at the foot of every copy of decree or order granted to any of the parties to the suit 
or proceeding in which such decree or order was made or to the pleaders or authorized 
agents.of such such parties : ee 
-” “The parties should apply as soon as possible for the return of all exhibits 
which they may wish to preserve as the record will be liable to be destoryed after 
three years from date .” i oie 


8. Submission of records to District Court for safe custody.— All courts subodrinate 
tothe District Court, except where otherwise ordered by the High Court, for special 
reasons shall send to the District Court during each of the three periods from Ist 
January to the 3lst March, the Ist April to the 31st August and the 1st September 
to the 31st December at such time as the District Judge may fix, the records of all 
suits tried by them during the previous period and the records in’ execution or 
miscellaneous proceedings in which full satisfaction has been recorded or which have 
become time-barred or reached completion. This rule shall apply also to the records 
of small cause suits. On receipt of the records of suits the District Court record- 
keeper shall satisfy himself that the papers in the records are arranged, and the index 
prepared, in the mode prescribed by rules 1 and 2. - = 


Nore.—If at the time when copies of the judgment and decree of the appellate 
court are received in a District Munsif’s Court under Order XLI, rule 37 of the Code 
6f Civil Proceedure, the records of the original proceedings with which such: copies 
are to be filed, are in the District Court, the necessary entry should be made 
in the Register of Civil Suits are required by the aforesaid rule, and the copies 
of the appellate decree and judgment should then be returned to the District. Court 
in order that they may be filed with the original records there. . 





9, Rules applicable only to judicial records.—-The above rules do not apply to non- 
magisterial records of revenue Officers such as Gazette files, etc., but. apply 
iudicial recods of these officers. 
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10. Registers prescribed.—In order to facilitate the work of destruction of records 
there shall main tained in the record room of every District Court 
five registers in the forms prescribed in Part E of the appendix and it shall be the duty 
of.the record-keeper to see that all records received by him in accordance withrule 8 
are entered.at once in the appropriate registers, 


APPENDIX. 
A 
Forms ef. Index. 


(Rules 1 and 2.) 
(Wide C.M.F. No. 71, Appendix III-L, Part I, Vol. 11) 


‘B 


Table showing the divisions of the record and the description of the 
papers falling under each division. 


~ (Rule 2.) 
* (Part I—Civil) 
Divisions of the record and description 
Class of cases. of the papers falling under each 
(7, division =~: 
- @) (2) 


1. Suits or appeals falling-under sub- 1 Index, 
head 1 of Table C. (Civil). | ; ; 
ia 2 Plaint including schedule and geleologi- 
can tables. 


3 Written statements. 


4 Judgments and drecees (Original and 
Appellate), including the draft 
judgment as finally settled, signed and 
delivered and when a decree has been 
passed upon a razinama, the razi- 
nama itself and the judgment and 
decree onremandor, finding and 
also the judgment or order remitting 
and issue for a finding and a finding 
thereon, 


5 Applications by a next friend or gurd- 
dian ad litem to enter into and agree- 
ment or compromise on behalf of 


the minor, and the orders passed 
thereon. 


6 Processes issued to defendants 
1espondents in exparte proceedin: 


q Appeal Memorandum, 


and 


‘J 
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Part I—Civil—cont. 


‘Class ef cases. 


(1) 


2, Suits or appeals filling under sub- 
héad I (d) of Table C (Civil). 


3, Execcticn rogeetliugs—Sub-head 
4(a) of the Table C (Civil). 


Divisions-of therecord and description 


of the papers fatling under each 
divisions, 


(2) 


1. Order appcinting a guardian of 
Teem. 


2. Agreement to state a case for decision. 
3. Application for arbitration. 

4, Orcer of reference to arbitration. 

3. Award, 

6. .Osder. appointing reas ivess, 


7. Judgment and ordcr remanding . or 
remitting a suit on issues. 


8. Canmmissioner’s reports, maps and 
plans. 


1. Index. 


2. Final judgment and order (Original 
and ADpellate). 


3. Application for execution. 


4. Counter-application including claims 
cand objections. 


5. Order directing execution. 


6. Order allowing time for Satisfaction of 
judgment. 


7. Order recofding payment or 
satisfaction in whole or in part of 
Judgment debt. 

8. Report of sale by Courts’ Officers. 

9. Orders confirming sales, 

10. Order for delivery of possession, 

11. Report of delivery of possession. 

12, Appeal Memorandum, 

13. Judgments and orders in aPpeal, 


14. Processes to defendants and respon 
dents exparie proceedings, 
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Part I—Civil Court—cent. 


Class of Cases. Divisions of the record and: description of the 
papers falling under each division. 
(1) (2) 


Insolvency Cases—Sub-head 4(a) of 1. Index. 
Tablé C (Civil). 


2. Decisions on questions of _ title, 
priority, etc., arising in insolvency. 

3. Insolvency petition, 

4. Order dismissing the insolvency petition. 

S. Order of adjudication. 

6. Schedule of creditors. 


7. Order annulling adjudication under 
section 35 of the Provincial Insol- 
vency Act (V of 1920), 


8. Order on proposal for a composition 
or schome of atrangement. 


9. Order on application for discharge. 
10. Report of the receiver. 


11. Order annulliing adjucication on 
fail.re to apply for discharge. 


1s Order annulling voluntary transfer 
(if it relates to immovable property). 


13, Order annulling preference (if it 
rélatés te itimevdble property). 
14, Judgment and drdet on aspéals. 


4-A, Proceedings under the Indian 1. Index. 
Companies Act, 1913 field in the 2. Petitions for winding up the company. 


High Court and transferted-under 3. Orders-() directing the. winding-up; 
settions 164 and 165 of the Act — (6) Saying proceedings in. furthe- 
to District Court for disposal résee-of the drier’ of: wii 


“up; 
item 4(c) of Table C, Part I (Civil). are (c) Appoint} the ial 
{item 4(c) of Table (Civil)} on ¢ oe ng i 


4. Decision dit questions of tite, priesity 
of shafes, asscts of the company, 


etc, 
>. Seateinent:of the affairs ofthe eotniany 
a¢d onan Vit aS por 


efiiia 
wection 177-A: of the Ad: 


6. Report of the Official Liquidator 
under section 177-B of the Act. 
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gvat 
ry 
a! 


** Part—I—Civil—eont: * - 


Class of Casese - Divisional of therecerd and description of the 
a papers falling under each division. 


(2) 


7, Provecdings of. the Cominittes of 
inspection (Section 178A). - 


"8, List of contributories and the applica- 
tion of asserts (Section 184). 


"9, Account of receipts and payments 
me to and by the Official Liqui- 
ator. 


~~ 10. Commissioned Report, if any, on the 
Account of the Official Liquidator. 


11. Proceedings of the court under sections 
184—202 of the Act. 


12. Schemes of liquidation under section 
234 of the Act, 


13, Order annulling dissolution under 
section 243 of the Act. 
14. Judgment and order on appeal. 
'15, Share certificates and other documents 
; evidencing title to property produced 
or filled in the proceedings. 
16. All other papers considered by the 
court enough to be included in 
this part. 
5 Proceedings relating to Probates and Probates and Letters of Administration. 
Letters of Administration Sub- _ , 
head 4(C) of Table ‘C (Civil). : 


5 A. Testamentary action sub-head 5 of Wills. 
Table C (Civil). 


6 Smuil cause court. suits and village « Entire records. 
=. qamnsif’s ‘court. suits falling under 
_ _.-gub-heads 2: and 3 and ‘miscellane- 
“gous proceedings falling under sub- 
head 4(c) of Table C (Civil). 


7 (a) Guardian Procceedings -;,.' (a) Entire records except batta _memo- 
ad Get oe. ae eS randum, notices and publications in 
eo ne: newspapers. 


(by Proceedings under section 83 of . 1 Application. | 
- 7X) the ‘Transfer of Property Act 2 Verified petition of the mortgagee 


(IV of 1882) ‘relating to miino: stating “his willingness to accept 
_ mortgages. . eee. ah ate the deposit. 
: a wv estes iy See Bee nae _ 3 Order thereon, 


4 Order of payment of money. 


’ A@PENDIX - 9R7 


Part fa Civil—cont. 


Class of Cases, Division of the record and description of the 


x a ) . 
8 Village Panchayat Court suits falling. 


papers falling under each division. 
(2) 
1 Plaint. . 


under sub-head 3 of Table C (Civil).. 2 Written statement. 


3 Decree. 
4 Suit documents, : 


5 Processes issued to | defendent. OX 
parte proceedings. ~~ 


6 Execution petition. 


Part-1I—Civil. ++ 


1- Suits or appeals. falling under. sub- 


heads 1 (a), (b) and a of Table aC. 
(Civil). 


2 Proceedings relating to Probates and 
Letters. of Administration -sub- 
head 4(c) of Table C (Civil). 


2-A Testmentary action © “sub-head 5 of . 
the Table Cc (Civil). 


3 Insolvency eect falling all papers not 
pecified under sub-head 
1. of Table C (Civil). . 


4 Proceedings under the Indian Com- 
panies Act, 1913, filed in the High 


Court and transferred under -sec-. 


tions 164 and 165 of the Act to a 
District Court for disposal [item . 
4(c)- of Table. (C)}. 


1 Order appointing a guardian litem. 

2 Agreement to state a case for decision. 
3 Application for arbitration, 

.4 Order of reference to arbitration. 
5 Award. 

6 Order appointing Receivers, 


7 Judgment and order remanding or 
remitting a suit on issues, 


8 Commissioner’s reports, maps and 
plans, a 


1 Application. 
2 Accounts filed. 


Other records. 


Ail papers not: already - classified’ under 
Part-I. 


Part-INl— Civil. 


1 All suits and miscellaneous pro- 


‘ceedings other than’ those’ fallin: Hing 


under gatsheads 4(5), (@) and (c) 6 
Table C (Civil.) 


1 Documentary evidence. 
_2 “B” Diary. 

- “3 Issue. 

4 Oral evidence. 


5 All paper not already specified, 
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Part Ilf{--Civil Court—contd. 


Class of Cases. Division of the records and discription of 
the papers following under cach divisions, 
(i) ~Q) 
2 (a) Guardian proceedings -. (a) Batta Memorandum . notices and 


pubiications in newspaper ; and 


(6) Proceedings under section 83 of «) all papers already not sPecified in 
the Transfer of Property Act (FV of Part-I. 
a relating to minor mortgages 
usder sub-head 4 (@) of 
Table C(Cwil). 


Part I—Crimluai. 


1 Trials (other than summary) .- -L Index. 


2 Judgement and sentance, if any, 
(Otiginal and Appellate), concladiug 
spare copies of printed Sessions 
Judgements, 


3 Petitions of appeal or applications for 
revision or letter of referring court 
and judgment and order thereon. 


4 Charges. 

5 Documentary evidence. 
2 Summary trial All papers includiug registers, 
3 Miscellaneous Cases 1 Index. 


2 Oider and grounds, if any (Original 
and Appellate). 


3 Petition of appeal or application for 
revision or letter of referring: court 
and judgment and order thereon. 


4 Documentary. 
Part UI—Criminal, 


1 Trails (other than summary) wal en of Commitment to Jail, if 


2 ais to Magistrates, when acted 
upon by the Magistrates. 


3 Reports by the Police wuder sections 
174 and 175 of the Criminal Pro- 
cedure Code, Act V of 1898, when 
followed by action on the part of 
the courts. 


4 Oral evidence. 
.  §5 All papers not already. specified. 


2 Miscellenence as “a Ee 1 Oral evidence 
2 All papers not already specified, 


APPENDIX 289 


Cc 


Toble showing the periods prescribed for the retention of the various parts of the records 
- “in the various classes of proceedings. 





(Rule). 
Part-I—Civil. 
Numbe; uj years jor which 
i records are to be retained. 
Nature of proceedings. Gare i ee oor 
Part-I. ——- ParteIi. Part-I] 
() (2) (3) (4) 


1 In suit or appeals— 


(a) For affecting immovable property other than 


for foreclosure of mortgagee— 
(A) Fiar judgements and decrees (original) Permanent. 5 4 
and appellate). 
(B) Other records - s és 20 o's as 
(b) In respect of succession to an office ; or to 20 5 3 


establish or set article adoption, or otherwise 
to determine the status of an individual (or in 
suits under the Indian Succession Act X of 
1965), and the Hindu Wills Act (XXI of 1870) 
or in cases under the Indian Divorce Act (IV 
of 1869), the Indian Succession Act (XXXIX 
of 1925) and the Land Acquisition Act (I of 
1894), Decisions regarding public right or 
custom or any matter affecting the public or 


portion of it. 
. (c) For foreclosure of mortgagee Si ca 15 5 
(d) Not already named... ds sia ss 6 a 3 
2 In Small Causes suits ss is vi hs 4 ae ee 
3 In village Court suits 3 4 ae 
4 In miscellaneous proceedings | 
(a) In execution eases 20 ee 2 
(b) In Insolevency cases ve wil 5% 20 a . 


506-1—-19 
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Number of years for which 
reeords are 10 be retained. 





Nature of préeceedings. San ane 
Part-I, Part-I. Part=Ilt, 
(i) (2) (3) (4) 
4 in Miscellaneous proceedings—cont. 20 5 3 


fc) In proceedings relating to Probates and 
Letters of Administration, proceedings under 
the Land Acquisition Act involving temples, 
minors and widows, the Indian Divorce Act 
and the Lunacy Act. 


(d) In guardian proceedings and proceedings ‘Until three ce 3 
under section 83 of the Transfer of Property years 
Act (IV of 1882) relating to minor mortgagees. after the 





minority 
ceases. . | | 
(e) In Lear under the Indian Companies 20 6 3 
Act, 1913, in the High Courtand transe me de a 
ferred under sections 164 and 165 of the Act to 
a District Court for disposal. 
(f) In other miscellancous proceedings ye 3 am? 
§ Im the stamentary actions sie oe .. Permanent. 5 © ee 
Part-[1—Criminal. 7 ae 
Number of years for 
which records:are te 
. be retained. 
Nature ef proceedings. ees a 
a - Port-1. | Partell 
(1) (2) G) 
1 In trials and appeals— | 
(a) Sessions casés Pe re bs ae Ss 20 | 3 


N.B.—In eases in_ which the sentence passed in one of 
transportation for life, judgment must be preserved unit) 


a report is reccived of the convict’s death or release. 


(6) Wasrant oases 8 o8 ar ee os as “ 20 oe - 8 


(c) Summons cases a as a ee eg de 5 3 
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~ (2) In all other ca ses, the records must be taken to have reached their completion. 
on the date of the final order or decree of the court of first instance or in the event of 
an appeal, from the date of the final order of decree of the appellate court. 


(3) Suits described in serial numbers 1, 2, 3, 4 (so far as appealable to the District 
Court), 5, 6, 12, 17, 19 and 20 of Part-A of the Schedule to the Tamil Nadu* Eétates 
Land Act, 1908, which affect immovable property,shall be brought under 1 (a) and 
other classes of suits— except the plainfs.and waren ‘suits for-arrears of rent under 
section 77 of the Tamil Nadu Estates Land Act, 1908, ‘whith wilt’be fetaiitéd for a 
period of twelve year—under (dj : Pee ee ere me 


(4) All security bonds taken in proceedings under the Guardians find Wards 
Act VUT of 1890, the Indian Succession Act XXXIX of 1925 and rule 6, Order XXXII 
Civil Procedure Code, shall be retained for 30 years where however letters of Adminise 
tration are granted with will annexed or the court requires secutity from ‘a -exetutor 
the bonds shall be retained permanently. 


(5) Decerees for maintenance in which therets a recurring liability for an indefi- 
nite period whether o1 not a charge is created on immovable property and judgements 
on which those decrees are based snould be brought nnder item (a2) of Table OL— 


Civil and retained permanently. 
(P. Dis. No. 798 of 1949). 


(6) The records of (a) cases under the City Police Act (IM of 1888) oher than 
those falling under sections 37, 45 46, 53, 64 and 65 therefore and (6) cases under the 
Hackney Carriages Act (V of 1911) in the Courts of the Presidency Magistrates in the 
City of Madras, may be destroyed after one year. ; 


eS. ee 


(G.O. Ms. No. 20, Home, dated 3rd January 1938, P, Dis. No. 98 of 1938 and 
Dis No. 153 of 1940). 


(7) The records in money and mortgage suits should be retained for a period of 
six years in cases where the suits were disposed of before the Madras Agricultural 
Relief, Act, 1938, came into force an the records. have not already been. destroyed 
under the rules in force for the time bei ae 


(G.O. Ms. No. 5868, Home, dated 8th November 1939,’ P. Dis. Noi’ 153 of #94. 
and P, Di.s No. 266 of 1941). = Pot a 


'_. (8) The records in proceedings under the Indian Companies Act; "1943, “filed in:the- 

High Court and transferred under sections 164 and 165 of the Act'to 2 District Cowrt 
for disposal shall be taken to hve reached their completion on thé date on whith the: 
court orders the dissolution of the Company under secton 194 of the Act’ or in: that- 
event of an appeal or revision on the final order of the Superior Court in the appeal’ 
or revision. 


temgio, 
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“fable showing the perlods prescribed for the retention of the various court 
Hast . . regtsters, books and papers. 
a (Rule 4.) - - 

Number of. 
we years for which 
Number and descrIption of courts registers, books and papers. a as 

: as to.be 
retained. 
I Register of suite (Civity othet thas:that: ofa Village Cou:t Permanent. 
_ @). Register of original petitions received oa Ms Do. 
- 2 Register of appeals (Civid) ee ee a Do. 
(2) Register of miscellaneous appeals received (Cin * Do. 
(6) Register of insolvency petitions received Do. 
_ (c): Register of insolvency petitions disposed ot Do. 
@ Register of Eroceeanee in ley ee ie to orders of 
sf adjudication ae eee a ee wee a6 Bo. 
3 Repealed Acts af permanent value . oo 2. ee we Do. 
_4 Cash books and ledger ae oe ~ sees es ze 
5 Register of small causes ©. 25 
- (a) Dividend register in insolvency 20 
(6) Register of assets in insolvency a6 20 
3 : ©) Register.af-leases in insolvency ~ bcd 20 
6A Diaries from the dates on which they close: se 5 
. (a) Village Court's. registers of suits (Civil) Souk 25 
7 Register (other than of summary trails) in the use of Criminal 6 
+ Courts. igchiging Courts of Village. MACEHRCS and Panchcyat 
Courts. 

.@ Register of long pending cases ani record distruction 25 
ane .. Tegister of criminals cases. : 
“O Register of long pending cases. 30 

8 Register of court-fees and registers in the Nazarpet Dept. 3. 
9 Register of execution petitions.and registers of execution Laci 420 
ings in suits.o£ other courts. : 
i0 ‘Copyists registers and process serviceregisters .. ee ’ a 
,. @). Registers of deposits Felsting (0 receipts and repaymen’ S 10 years or so 
long .as any 
outstanding 
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Number of years 
for which 


Number ard description of court registers, books and papers. registers, et€.s 
are to 
retained. 
(1) (2) 


11 Other registers— 


(a) Account books other than cash books and leader, register, $ 
of application for return of documents, receipt books for docu- 
ments returned to parties, stationery accounts, postage 
accounts contingent bills and register, register of comm issions 


issued. 
(b) Registers of movable and immovable property attached .. rs 
(c) Record destruction registers relating to o:iginal suits, small 15 
cause suits, civil misccllancous petitions an execution petl- 
tions, 


12 Chalan and Cheque bcoks— 


(«) (i) Magisterialand judicial registers or correspondence 20 
teceived and despatched and administrative registers of . 
despatch in the Revenue Division Offices. 


(ii) Magisterial and judicial registers of correspondence 20 
received and despatched and administrative registers of des- 
patch in the Revenue Division Offices. 


(b) Receipt registers of administrative correspondence .. 1c 
13 Other court or office books and registers other than Civil Regis- 3 

ter No. 50 (Register of pleaders and their gumastas).-— 

(a) Quarterly Civii Lists, Lawrence Asylum Press Almanacs, 3 


Lists of Judicial Establishments, Postal and Telegraph guides 
and other similar books. 


(b) Civil Register No. 50 (register of pleaders and their gumas- 12 
tas). 
14 District Gazette oe se ini a <i: si a 3 


18 Fort St. George Gazette except Parts LA, 1-B, 11, Wand1V .. Permanent. 


Do. 10 

(a) Parts I-A, I-B, If and WW and IV of the Fort St. George 5 
Gazctte in the Courts of the Presidency Magistrates, Madras. 

46 Government of India Gazette, Parts I, Mand Il ‘ee a 10 

- Government of India Gazette Supplements a . oe is 3 


Rest oe o* as e¢ oe te my eo se Permanent. 


APPENDIX 295 


Number of years 
at for whi 
Number and descripsion of court registers, books and papers. registers, ete., 
pai He . are to be 
tetained, 


(1) (2) 
17 Correspondence with the High Court on important matters and 20 years from 


the orders of the High Court thereon including administration _ termination. 
report received from the High Court and Govenment. 


17 (a) Administretion Reports (Criminal)—Salient features é: 20 
18 Other Official correspondence not included in item 31 .. .. 3 yeers from 

termination. 
19 Yearly statements other than that showing the names of pleaders $ 


to whomrenewed certificates were issvcd during the proceed- 
ing year and half-yearly statements 


. (a) Annual statement showing the names of pleaders to whom 4 
‘ renewed certificates wereissued during the precedingyear .. 


A 


(b) Annual} statement-- Judicial Statement Nc. 1, Pact W 
19 (1) Lost of Jurors and Assessors .. a es es as 


20 Monthly and quarterly statements inclu cing accounts of stamp : 
duties and penalties. 
(a) Civil statistics returns (periodical) oi <2 re 


(b) Criminal statistical returns (quarterly) .. oh re 
21 Applications for leave and orders therecn, applications from 


candidates for employment and reports on application not 
_ felating to suit or proceedings in court. 


we 


22 Magisterial diaries, Police arrest returns, Police occurance reports 3 
: and Police reports on unnatural and a sudden deaths— 
: fa) Revciew of pending criminal cases in the courts of the Statio- 1 
_ nery Sub-Magistrate by the Subdivisiomal Magistrates. os 
23 Register of suits disposed of is Mo *  nerd eis a 2 
24 Register of petitions aioe a re “A ae te 12 
25 Pay Bills and acquittance rolls where these are maintained sepa- 35 


rately, of Government servants for whom no establishment 
returns are submitted or no service books or service rolls are 


Re, maintained. . 

-. N.B.—In the case of copyists of the Judicial Department who d » 
se belong to pensiponable service, pay bills, need be preserved only for 
six years. 


25 (b) Pay bills and acquittance rolls where these are maintained 45 
separately of inferior ‘Government servants, 
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Number of years 
for which 
Number and description of court registers books and papers. registers, etc., 
are to be 
retained. 


() (2) 


N.B. Waere, however, the service of inferior Government servants 
is verifled annually (under the orders issued in G.O. No. 45, Finance, 
dated the 8th February 1937) the period of preservation of pay. bills 
and accquittance rolls will be only six years (G.O. Ms. No. 4612, 
Home, dated 15th November 1937). 


25 (b) Pay Bills of other classes ofGovernment servants and acqui- 6 
tance rolls for pay and allowances (other than travelling allow- 
ance) when maintained separately. | 


26 Cancelled pleedership certificates “a ie a Se 6 
27 Annual establishment return es sé Sed, at sa | 35 
28 Detailed Budget Estimates of an office .. ae se be 5 
(a) Budget—27. Administration of Justice—Estimates of 3 
receipts and charges. 
(b) Budget—27. Administration of Justice—Building—Civil  § 
Works—Part II Scheme—List of Major and minor works. 
(c) Budget—-27. Administration of Justice—Additional allot- 3 
ments, 


29 Travelling -llowance bills and acquittance rolls relating the ; 
reto 3. 


30 Cases (including service books and leave accounts attached thereto) 25 
in which invalid or compensation pensions have been sanctioned. 


(a) Other pension cases (including service books and leave 5 yeats after 
acccunts attached thereto) retirements 


31 Statements of monthly progressive expenditure and correspon- 2 
dene relating to discrepancies in figures. 


32 Bound volumes of printed sessions judgments Se <a 35 


33 The complete list of the records, books, or papers dextroyed (vide Permanent. 
rule 6 of the above rules—-). : 


Notes. —(1) History cf Gazetted Officers, comes under the head “other similar 
books” in item No. 13 (a) of appendix D to the rules for the destruction of r 
and may be retained for three years and then destroyed. Any books of this class 
which can be sold for waste paper may be so disposed of, | 


| (H.C. Dis. 2461 of 1919.) 
“" Q) Administration reports submitted by District Judges to the High Court 


every year fall under item 17 of Appendix D to the rules for the destruction of reeord 
and must be retained for 20 years. 
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s --Checkslips and the correspondence relating thereto should go with the state 
, ments or returns that give rise to them and be destroyed after the lapse of five or theee 
_ years according as they fall under jtem 79 or 20 of Appendix D. 


(H.C. Dis. 912.25). 


N.B.—(1) In the case of gratuaties, service books need be preserved only till the 
_-elaim for agratuity has been finally disposed of but in no case may the service books 
and gratuity papers be destroyed till the graduant has attained 55 years of age. 


<2) As regards service registers of Govrnment servants dismissed, discharged 
resgined or deceasad while in service,see pragaraph14—16 of the subsidiary rules under 
FR. 7A(a) (iv). 


~ » <3)’ Where a minimum period after which any record may be destroyed has been 

prescribed, heads of departments and other officers duly authorised in this behalf 
may order in writting the destruction of such record in their own and subordinate 
- Offices on the expiry of that period counting from the last day of the latest official year 
covered by the record. 


{4} Heads of Departments are competent to snction the distruction of such other 
records in their own and subordinate offices as may be considered useless, but, a 
list of such records as properly appertain to the accounts audited by the Indian Audit 
Department should be forwarded to the Accountant-General for his concurrence 
in theit destruction before the destruction is ordered by the Head of Department. 

_. (5) Full details should be maintained, permanently in each office of all records 
_ destroyed from time to time. 


(G.O. No. 504, Finance, dated 12th July 1927 and G.O. No. 706, 
Finance, dated 6th October 1927). 


(Civil Register Nos. 63 to 66—vide Appendix II, Part 1] of Volume tI—Criminal 
Register No. 24—-Vide Criminal Rules of Practice). 


(Ruse iv; 
Sao? % Circular orders. 


L: Preservation of Judgements.—In supersession of High Courts Circuiar No. 2303, 
-dated 27th August 1894, as amended by Circuler No. 3638, dated 13th December 1894, 
‘the High Court bas made and passed the following rules for the greater security and 
better preservation of judgements and decrees and directs that thgy may be observed 
by alt Civil Courts— 


(1) All draft judgements in regulrar suits and in appeals as finally settled, signed 
and delivered whether they may be in the Judges hand writting or be copies signed tv 
him shall be kept for the same periods as the formal judgements ar kept i.e., for the 
periods specified in under the headings (a), I(4),1 or I(¢)f d) in Part 1 of Appendix C accof- 
ding as such judgement belongs to one of these classes, They shall be ec. Jleted, arranged 
in chronological order (the pages for sheets being numbered, in consective series) 
and bound in separate books one for each class, each year, so, as_ to faciliate des- 
truction in cases falling under (5),(c) and (d) of the first head of Schedule C at the appro 
priate periods. At the end of each year or such other convenient period as the District 
Judge may prescribe for any court, the bound volumes shall be forthwith forwarded 
to the District Court for safe custody and shall there be preserved in a locked receptacle 

in the sole charge of the Saristadar of the District Court who shall be responsible that 
the judgements in cases falling under itmes I (4), (c) and (d)in Part { of Appendix 
Care destroyed upon the approriate dates fixed for their destruction by the rules. 
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(2) When all the papers falling under Parts Il and Ll of Appendices B and C 
in a regular suit or in an appeal shall have been destroyed in accordance with the rules 
the judgements and decree in the suit of appeal shal! be separated from the 
other papers appertaining to Part {. The judements and decrees in al] suitsand appeals, 
after being so separated shall be arranged in accordance with the classifition adopted 
in itmes 1(a), (6) (c) and (d)of Appendix C of the judgements and decrees pertaining 
to each of these classes being kept separate and filed in chronological orderof disposal. 
They shall then be placed and shall remain in the sole charge of the principal record 
keeper and shall be secured by him in a suitable locked receptacle of which the key shall 
remain in his sole custody, It shall be the duty of the prinipal record keeper to see that 
the judgements and decrees of cases falling under item I (4), (c) and (d) are destroyed 
upon the appropriate dates fixed for their destruction by the rules. 


(G.O. No. 672, J dated 3rd May 1901, H.C. 505/1901). 


ll. Miscellaneous—(1) Copper plate documents—Destructlon of -—The following 
tule is issued by the High Court in accordance with G.O. No. 717, Public dated the 


2nd June 1898 :— 


Whenever copper plage deeds of grant or other documents of archacological 
interest are found among records which should under exiting rules be destroyed the 
District Judge should communicate with the Government Epigraphist,who will decide 
whether the plates or documents should be destroyed or be forwarded to the Govern- 


ment Museum. 
(H.C. Cir. 1311 of 1898). 


(2) Wills, outside the scope of the Act—It has came to the notice of the High 
Court that an original will filed in a testamontary suits was destroyed by the Court 
it in which it was file acting underthe rulesframed under the Destruction of Records 
Act ILI of 1879,it is therfore necessary to point out for the guidence of all District 
Courts that these rules do not provide for the destruction of original wills,and that 
such documents are altogether putside the scope of the Destruction of Records Actr 
(vide section 5) as they have to filed and preserved among the records of the Court 
under section 294 of the Indian Succession Act XXXXIX of 1925 (Vide Notification 
regarding preservation and inspection of will, printed in Chapter V of this Part supra). 


(H.C. Dis. 877 of 1905). 


It has been brought to the notice of theHighCourt that some courts have destroyed 
the original will produced on summons by the Registration Department, This 
is a serious mixtzake and should be put an end to.The High Court her by direct the 
proved wills, ie., wills in respect of which probates or Jetters of administration have been 
granted, should not be destroyed or returned to the Registration Departments or the 
or the party produced them. They must be preserved permanetly in the District Courts 
or the High Courts according to the rules. In the case of unproved wills. they must be 
returned to the Registration Department, which produced the same, under Section 
46(2) of the Registration Act after the need for thier rete on in court is over In no 
case should they be destroyed by the courts. 


(H.C.P. Dis. 373 of 1932). 


(3) Mortgage suits— 


(a) Classification —It has been brought to the notice of the High Court that 
no uniform principle is being followed in regard to the classification of mortgage tond 
suits—including hyphothecation suits and suits on usufructuary mortgages—for 
she purposes of destruction or records in such suits. In some districts spch suits are 
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held to fall under item I(@) of Appendix C (Civil) of the rules for the destruction o. 
useless records in others under item I(d). The High Court is of opinion that suits 
of the kind above specified fall under item 1 (d) of Appendix C (Civil) and in super- 
session of all orders previously issued on this point directs that in future the records 
in such suits be dealt with accordingly under that item. 


(H.C. Dis. 311 of 1906.) 


(6) Records not to be destroyed with references to the dote of the preliminary 
decree.—The High Court Proceedings Dis. No. 781, dated the 16th July 1909, directing 
the mortgage suits in which preliminary decrees have been passed should, for stati- 
stical purposes, be treated as disposed of should not be understood as relating to 
anys except returns, or as controlling the rules relating to the destruction of 
recerds. 


The rules as they stand, do not authorise the present practice of destroying records 
with reference to the date of the preliminary decree. Time for the retention of Part 
IIf Records, including the mortgage deed should run from the date of the final decree. 


Records in mortgage suits should be kept in the trial court until final decree is 
passcd, or until three years from until final decree is passed, or until three years trom 
the date fixed for payment have elapsed. They should then ke sert to the District 
Court and retained there in accordance with the rules, Part IJ Records for three years. 


(H.C, Dis, 588 of 1922.) 


(4) Arrangement of records in cases disposed of—-Recotcs in cascs disposed of 
should be arranged according to the seria] order of the numbers of the cases ard not in 
the order of their disposal. 


(H.C, Dis. 2319 of 1915.) 


(5) Clerks prohibited from taking papers hore.—\t has cc me to the notice of the 
High Court that in some subordinate civil courts clerks are in the habit of taking 
to their houses original records and other court papers for the purpose of their work. 
In a recent instance, this practice led to the destruction of certain original records by 
fire. The High Court considers that clerks and other Officers holding similar posts 
should be forbidden to take original records, or other couit-papers to their own 
houses and directs that the practice, wherever it exists, be at once stopped. 


(6) District Judges to exercise supervision over their record rooms.—The High 
Court desires to impress on District Judges the necessity of exercising some personal 
supervision over their record rooms. It has reason to believe that though much 
progress has certainly been made in bringing the destruction of old records upt to date 
there is still in some courts as accumulation of old registers and useless papers which 
occupies much space and interferes with the orderly and systematic arrangement of 
records which have to be preserved. 


(7) Execution records to be submitted to the District Court only after couipletion.— 
It is beleived that in some districts Note (i) to Appendix C in the rules for the destruc- 
tion of records has been over looked. Execution of records are only required to be 
sent to the District Court after completion and this stage is not reached when each 
successive application is finally disposed of but as stated in that note. only on the 
date on which final satisfaction is recorded or when no proceedings have been taken 
for six years. If this rule is not attended to the record-keeper has to give out and 
take back the record for each successive application for execution, 
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(8) Duties of the record-keeper—He should (a) verify the record by running evet 
the serial numbers at the top of the each paper. si 


(4) then deal it into Parts TP to Ml and tie up each separately ; 


(c) verify the date on which Part III has tc be destroyed and enter below it 
many remarks as to the destruction of other papers which he thinks necessary. The 
date being shown in a prominent place there will generally be no occasion to open the 
bundle again until the time for destroying Part II has arrived ; 


(d) when Part III or any other part has been destroyed the face should be noted 
on the index and the date on which the next part of document has to be destroyed 
should be submitted ; . 


(e) when any exhibit is returned the face and the date should be entered in 
the remarks column ; \ 


(f) when material papers ate sent to the High Court, new serial numbers should 
not be given but they should be entered in the list according to their old numbers 
and the total number of papers shown at foot of the list. 


(H.C. Cir. 2514 of 1885.) 


_ N.B.—For instruction to be follwed by clerks attending ibe trial of suit— tide 
Circular Order No. I under rule 84 of Chapter WI, Part I at page 97 supra. 


APPENDIX VY, 
(Paragraph No. 164, Sub-Paragraph 6, clause (vi)}. 


The following rules to regulate the destruction of judical records filed in Kevenue 
Courts under the Tamil Nadu Estates Land Act I of 1908 have been framed under | 
ee 4 of the Act IIS of 1879 now Act V of 1917 and sanctioned by the Government 
of India :— 


RULES TO REGULATE THE DESTRUCTION OF JUDICIAL AND OTHER. RECORDS IN. 
Revenue Courts AND OFFICES UNDER THE TAMIL NAbu Estates LAND Act J, OF.1908. 


_1. An index in the form prescribed in Appendix hereto annexed shall be put-up 
with the record of every case on its first institution in each court and each paper.as it 
is filed with the record shall be entered in such index. 


2. A tecord shall be taken to have reached completion on the date of the formal 
decree or order of the Court, or in the event of an appeal, on the date of the final order 
of the appellate authority. Every record shall, after its completion and immediately 
before it is deposited on the record room, be divided in to parts in accordance with 
Appendix C. To facilitate such division, each paper, other than records uncontested 
suits or proceedings ahall, as soon as it is filed with the record, be numbered ‘and 


marked off in the index as appearing is one or another such parts. 


3. Ali records should be retained in the record room for the periods prescribed in 
Appendix B counting from the date of completion. On the expiry. of such periods 
they shall be destroyed without fail subject to the provisions of rules 4 and 7 below. 


4, Where any document of which the destruction is ordered by. these. rules is, before 
t has been destroyed, made evidence in any other suit or proceeding, the rule segulating. 
pts destruction will be the rule applicable to evidence filed in such suit or proceeding 


where the period prescribed by such last-mentioned rule is in excess of the period, 
irescribed by the rule which originally governed ifs destruction. 
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5. In January of each year, a notice shall be published in the District Gazette 
and shall be affixed to the notice board of the court, steting that the documents filed 
by parties in the cases enumerated in the notice will be destroyed during the ensuing 
year, specifying the dates on which the documents will be destroyed and giving 
warning that unless previously reclaimed by parties, if any, duly entitled there to before 
the said dates destruction will, without fail, ensure. All documents reclaimed by parties 
duly entitled thereto shall be returned to such parties under orders of the court. 


6. ‘When the dates fixed for destruction have arrived, the court shall direct that 
the records liable to be destroyed be torn up in the presence of the record-keeper or 
other supervising official and sold as waste paper. 


7. Revenue courts are-not debarred from retaining either permanently or for longer 
periods than those prescribed in Appendix B any records included under the class 
** to be destroyed ” which for any special reasons they may consider it desirable be 
__ preserve. 


8. A list of pepers selected for destruction should be submitted to the courts for 
sanction and a stamp “‘ Destroyed ” impressed on each entry in the list after destruc- 
tion. 


9. Nothing in these rules contained shall be deemed to authorize the destruction 
of any document filed by an officer of Government or produced by such officer upon 
_ summons. Such documents, if not previously reclaimed, shall invariably be returned 
to the court or office from which they were produced. 

10. In order to facilitate the destruction of records, there shall be maintained 
in the record-room where they are kept, a register in the Form in Appendix D. It 
shall be maintained in two sections, one for suits and the other for applications. 

APPENDIX-A. 
Form of Index. 


(Rules 1 and 2) 


Suit 
Application No. of on the file of/in 
AppeaF 
the district of 
Se et eG : Number of — Alphabetical 
Serial number Description Date when the part of — or numerical 
of the paper. ofthe _ the paper the record to marks of the Remarks. 


paper and was filed which the paper exhibits filed. 
its date. inthe case. appertains, 


() (2) @) (4) Oo 
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Statement showlng the perlod for whlch records under the Tamil Nadu Estates Land Aet 
(Tamlj Nadu Act I of 1938) Should be retained. 


Perlod for which the record are to be 





retalned. 
Descrlption of records. ce * — 
Part-I. Part-II. Part-I. 
(1) (2) (3) (4) 
Records in suits— 
1(aXi) Under section 55, 56, 112 and 151 (i) Permanent. 5 years. 3 years. 
(ii) For arrears of rent under section 77.. 12 years. 6 years. 3 years. 
(iii) Not already named .. “<a .. 6 years. .. 3 years. 


(b) Records in proceeding under sections Permanent. 5 years. 
20, 20A, 25.30 last sentenece of section 32 
(2) and section 32 (3) 38, 40 and 160. 


Perlod for which the record are 





to be retained. 

Description of records. ee ~ 
Part-I. Part-I. Part-Ht 

. Gd (2) (3) (4) 

II Records in miscellaneous proceedings— 
(a) In execution cases... de -. 6 years. is 3 years. 
(6) (i) In proceedings under sections 
102 and 123. 3 years. m4 


(ii) In other miscellaneous proceedings 
not other wise provided for. 


Nore'—In execution proceedings, the records must be taken to have reached 
completion on the date on which the decree is recorded as satisfied in full and when 
further execution prodceeings are not taken on the expiry of six years from the date 
of the final order on the last application for execution. 


Perlod _ for 
which the 
DeserIption of records. records are 
to be retained. 
(i) 2? (2) 


Il. Records in proceedings under sections 16 and 17 and the second Permanent. 
sentence of section 33 (2). 
IV. Register showing the name of the person recognised as landholder Do. 
under section 3(5) (From No. 37 standardized in Board’s Pr s 
Press No. 221, dated Ist September 1911 on G.O. No. 2414, Revenue, 
dated 7th August 1911). 
V. Register of applications for the registration of landholder’s improve- 
ments (Form No. 34). peaancae 
VI. Copies of certificates of sale under section 124 (2) and register of 
land Attachments and sales (Form No. 36). Do. 
VII. Registers of suits and appeals (Form Nos. 21, 22, 23 and 24) .. Do. 
VIIL. Register No.1—Register of records of right and settlement of Do. 
rents (vide rule 15 in Appendix B to B.P. Press, No. 4, dated 3rd 
February 1925). 
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Description oj records. 


(i) 
IX. Annexure I to the register of record of rights and settlement or rents 
—-Hodingwar abstract (vide rule 15). 


X. Register of records of irrigation rights in Form No. 9 (Vide rule 
14-A as inserted by B.P. Press No. 12, dated 18th February 1930). 


XI. Field measurement book (or black sheets and “G” books as the 
way be) (vide rule 15). 


XII Village plan (vide rule 15) 


XIII Form No. 2—Individual register of Cc of Sekie and 
settlement of rents (vide rule 18). 


XIV Form No. 4—-Register of Inams (vide rule 18) 

XV Form No. 5—Register of objection petition (vide rule 13) 

XVI Annexure II to ihe register of reeord of rights and settlement 
of rente—Descriptive memoir (vide rule 15). 

XVII Collector‘s fina] report (vide rule 23) 

XVIII Preliminary rent procecdings of the collector ‘inet gestion 
168. 

XIX Finance and proceedings of the Cvllector und-r section (69. 

XX Records under Chapter XIT . : 

XXI Cash book and ledger 


XXII Records in application and aceaia. to cnhancement, 
and commutation of rent other than those specified in Isupra 
records in other appeal revision petition for which no period 
of retention is provided elsewhere in this appendix. 


XXIII Records under section 44 ne ‘4 Beg ee a 
XXIV Register of execution petitions ete is n% oe 
XXV Register of execution petition disposal of .. e fe 
XXVI Decrees of Civil Court notified under section 173 ace 
XXVIII Chalan books... as ste 


XXVIII Records relating to Apne cons for the ial. of irti- 
gation. works. 

XXIX Proceedings of Collector under section 175 correcting clerical 
and arithmetical mistakes in the record of rights and errors 
arising therein from any accidental slip or ommission. 

Governm2nt Orders and Board‘s Procesdings and other 

ede in respect of the operation under Chapter XI. 
XXXI Preliminary register of record of rights published under 
section 166 (1) years. : 
XXII Changes register in Form No. 6 (vide rule 9 in the 

Oo openits a B. P. Press No. 4, dated 3rd February 1925). 

XXXIIE Draft register tcord of irrigation rights 


XXXIV Final record ofeights (rule 14 in the Appendix to B. P. 
Press No. 4, dated 3r drFebruary 1925). 
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Perlod for 
which the 
records are to 
be retained. 


(2) 
Do. 


Do. 


Do. 


25 years 
12 years 


10 years 


Do. 


Do. 


Do. 


Do. 


Do. 
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Description of records. 


() | 


KKXV. Records referred I to in rule 11 containing the information 


gathered by the Collector and the record of filed verification and’ 


enquiry and the remindari ren t accounts referred to in rule 12. 


XXXVI. Notices in Form No. | to 7 referred to in rule 6 to 14 of the 
rules frmaed under Chapter XI of the Act (Appendix to G.O. No. 
1061, Revenue, dated Ist April 1910). ; 


XXXVIL Applications under rule 6(2) for changes to be made in 


the existing registration. 


XXXVIIL Rough note book referred to in rule 7 in the Appendix to 
BP. Press No. 4, dated 3rd February 1925, and other rough registers 
prepared reference to rule 9. 

XXXIX. Register of rent settled by agreement section 168 .. ee 


XL. Preliminary settlement record prepared by the Collector and the 
correspondence relating to the issued of notices under section 169. | 


XLI. Objection petition and the draft individual registers of rental 


prepared by the Collector under section 169. 


XLII. Records of appeals preferred by ryots or landholders under 
sections 171 and 172. 

XLII. Periodical returns connected wijh the Act, reports etc.,, 
relating to attachment and sale of property and records in applica- 
tions not specifically provided for herein. 


XKLIV. Notification referred to in rule 2 of the Appendix to B.P. Press 


No. 4, dated 3rd February 1925 and correspondence relating to the . 


control of village officers (other than those relating to punishments) 
referred to in rules 3 and 4. 


XLV. Applications for transfer of registry, statements taken from 


Period for 
which the 
record are to 
be retained. 


(2) 


5 years.” : 


De. 


Do. 


the parties and other records connected with the subject referred to 7 


in rule 9. : 


SLVI. Collector’s Progress Reports in Form Nos. 7 and 8 (Appendix . 


to B.P. Press No. 4, dated 3rd February 1925). 


XLVII. Correspondence regarding the issue of notices to ryots and 
landholders before the Collector makes an alteration in the draft 
settlement record under section 169. 


XLVID. Registers of court-fees, copyists’ registers, process-service. . 


registers, registers applications for return of documents, receipt 


books for documents returned to parties and routine correspondence. _ . 


XLIX. Weekly statement of deposits made to the credit of end refunds: - 


or disbursements ordered by Revenue courts due from the treasury 
and sub-treasury officers to the Revenue courts on (vide B.P. Press 


y 
No. 98, dated 25th July 1934). 
L.. Haaring book .. ie és bay. ets 
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_ Period for 
which the 
Description of records. ; ree rds are to 
he retained. 


Q) (2) 


LI. Orders or punishment of village officers (rule 4 of the A pendix To be dealt 
to B.P. Press No. 4, dated 3rd February 1925). “with in the 
“ same Mane 
ner as 
similar 
records of 
a Revenue 
Divisional 
Officer. 


LIl. Rough sketches referred to in rule 7 : - ‘ _. To be dest- 
ro-ed after 
_ the prepa- 
ration 
the fais 
records, 


APPENDIX c, 


Table showi *g the divisions of the re ord and the description of the papers 
falling under each division, 


Part f, 
Divisions of tse record and description 
Class of cases. of the pap rs falling under each division’ 
Q) (2) 
1 Suits falling under item I (a) (i), (1) Index. 


Appendix B. 
(2) Plaint including schedule and 


genealogical tables. 
(3) Written statements. 


(4) Judgement and decree (original and 
appellate.) 


(5) Applications by a next friend o1 
guardian, 


(6) Processes issued to defendants and 
respondents in execarte pro eed. 
ings. 


(7) Appeal memorandum. 


2 Suits saline under item [ (a) (ii) of (1) Plaint incliding schedule, 
- Appendix B, 

(2) Decree (original and appellate), 
3 Suits falling under item I (a) (iii) of (1) Index. 


Appendix No, 3, . (2) Plaint including schedule and 
- genealogical tables, 


(3} Written statement, 


506+ 120 
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Divisions of the record and description 


: Chass of cases. of the papers falling under each divisicn. 
— @ (2) 
> Proceedings falling under item I (b) of (6) Applications by a next friend o1 
“Appendix B--cont. guardian to enter into any a 
ment Or compromise o: behalf 
of a minor. 
(7) Processes issued to respondents in 
exparte proceedings. 
(8) Memorandum of appeal or revision 
petition. 
6 Procesdings falling ander item II (d) of Entire Records. 


Part II. 
1 Ssits falling under item 1 (a) of (1) Order ‘appointing a guardian ad 
Appendix B. litem. 


(2) Agreement to state a case for 
decision. 


(3) Application for arbitration. 

(4) Order of reference to arbitration. 
(5) Award. 

(6) Order appointing receivers, 


(7) Judgment and order remanding or 
remitting a suit on issues. 


(8) Commissioner’s reports, maps and 
plans, ~ 


2 Suits falling under item 1 (a) (ii) of (1) Index. 
Appendix B. . 
(2) Written statement. 
(3) Judgment (original and appellate). 


(4) Application by a next friend or 
guardian, 


(5) Processes issued to defendants and 
respondents in ex-parte pro- 
ceedings, 

(6) Order appointing a guardian ad Iitem. 


(7) Agreement to state a case for deci- 
sion, 


(8) Application for arbitration, 


§05-1~20A 
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: Class of Cases. 
(i) 


2 Suits falling under item I 2) (ii) of 
Appendix B—cont. 


3 Proceedings falling under item I (6) of 
Appendix B. 


4 Allsuits and miscellaneous proceedings 
under item II (a). 
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Divisions of the record and descriptio.1. 
of the papers falling under each divisiat. 


(2) 


(9) Order of reference to arbitration, 


(10) Award. 
(11) Order appointing receivers, 
(12) Appeal memorandum. 


(13) Judgment and order remanding or 
remitting a suit On issués. | 


(14) Commissioner’s reports maps and 
plans. 

(1) Order appointing guardian ad litem. 

(2) Application for arbitration or come 
promise. 

(3) Order passed on the above (2). 


(4) Award of arbitraters of compromise 
petition. 


(5) Order appointing receivers. 


(6) Commissioner’s report. 
plans. 


maps and 


(7) Documentary evidence. 
(8) Diary B. 

(9) Issues. 

(10) Oral evidence. 

(11) Alf other papers. 


(1) Documentary evidence. 


(2) Diary B. 

(3) Issues, 

(4) Oral evidence. 

(3) All papers not already specif’ey, 
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Record Distribution Register. 


Court : 
Year: | 
Nature Date Number Date of | Number Date of 
| Year. Number. of of of disposal of second disposal 
proceed- disposal, appeal of appeal, of second 
ings. if any. appeal, if any. appeal, 
(1) (2) G3) (4) (5) (6) (7) (8) 
Date up to which to be retained. Date on which destroyed, 
ata Oe EN Ee Oe a Remarks. 
Part I, Part Ul. Part. Parti. Partl. Partl 
(9) (10) (11) (12) (13) (14) (15) 
APPENDIX W. 


(Paragraph 164, sub-paragraph 10.) 


. Directions for the storage, arrangement and preservation of Government records. 


The buildings in which records are stored should be of brick if possible with concrete 
floors. The floors should be coal-tarred, or washed with some chemical preparation, 
so as to guard against the ravages of white-ants and insects. 


2. It should be well lighted and ,as far as possible impervious to dust and damp. 
As ventilation by means of windows involves the admission of dust in dry weather 
and damp in the rains, it should be secured, if possible, by electric fans. Tte use of 
the fans for an hour or two daily would suffice. 


3. The best precautions which local conditions admit should be taken against 
fire. Inthe case of the larger record offices there should be telephone communications 
with the nearest Fire Brigade and police officers ; an ample supply of water and of 
emergency extinguishing appliances ; and a resident of care-taker, who should pre- 
mises, with a small of assistants drawn from the servants of the sleep on the office _ 
and trained.to their duties by the care-taker. The State and District record rooms 
should have at least'a resident chowkidar incharge. who should sleep on the premises, 
at EE ess. 


small supply of hand extinguishers and buckets. . 
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4. The walls of the buildings should be fitted with open racks, preferably of i 
where wooden racks used, they sould'be wiped every two months abi pel Soaked 
in kerosene oil, and the documents should be frequently shiffed and dusted. Papers 
which have suffered from insects, or are liable to their attacks, should be brushed 


over with a solution of corrosive sub-limate and powder of naptha. 


Nore.—Instead of the solution of the corrosive sublimate and powder of naptha 
prescribed above, the Government have ordered that so far as this State is eee 
papers which have suffered from insects, or are liable to their attacks, should be treated: 


with a solution made in the following proportion.— 


1/2 Ounce corrosive sub-limate. 
1/2 Ounce carbolic acid. 
1 point methylated sprit. 


As this solution is highly poisonous, great care is required in its use, and i | 
not be used by anyone who has abrasions or cuts on his hands. It should be Eepr 
in abottle marked “poison” and bearing a lable on which the receipt isclearly written 
books with this solution it should be applied with a soft brush over the 


In treating 

binding inside and out and over the edges of the leaves allround when shut. In 

of records it should be applied over the edges of the files when closed. It ace 

immediately. . BS es nett 
5, Every old documents should. be folded flat, carefully mended with Bretnel¥' 

tracing paper, placed between paper covers and docketed. retnelfe 


6. Bundles of these covers should then be made up, enclosed between wood 
boards of slightly larger dimensions than those of the covers and fastened Shout 


cords above and below. 

7. The bundles, with their contents clearly indicated on the enclosing boards 
should then be arranged upright on the racks, sufficient space left between them to 
allow of efficient dusting. 

8. Volumes of annual proceedings and registers should be regularly bound, 


9, All original documents should be arranged in two groups, premutiny and post-= 
mutiny, that is up to 1859 and from 1859 on wards. Within these two ait division 
divided. according to departments, viz., Home, Foreign, 


the records should be ring P 
Works, Military, Finance and Legislative. A complete list of all documents should 


then be made. a 3 : 
10. Asthe ultimateaim ofarrangementis to make the records.accessible to students; 


the best method of achieving this object is to-prepare calendars; and: the prolimi . 
steps of arrangement should, therefore, lead up to their preparation. proliminary 


11, The preliminary steps should be. 
(i) Arrangement in chronological order of the original documents ; 


(ii) flattening, mending and covering ; 
(iii) docketing ; and. oS gd oe 
(iv) making press-lists by comparison. with the originals, and wtili copies inany: , 
exist. — — sala es 
12; Calendars should. than be. made, giving-in: chronologieal-order; =: preoté of : 
evergdocurheat wirich is of public interest; theterm:- being interpreteditrits most iedeak 
sense. BPO, We One ee ee ees 





APPANDIX | 341 
in many cises the last process cannot be completely carried out without previous 
feference to the records at the India Office. In such cases gaps in the records should 
be supplied from England and any discrepancies between press lists and India Office 
documiets should be noted and considered. 
APPENDIX X, 
(Paragraph 167; sub-paragraph 6; note; 3 (1) (ii). 
Foro A, 
Certificate. 
_ thereby certify that court-fee stamp/stamps, of the vajue of Rs, ( 


to petition document, in petition/cas¢ No. 19 
is { are in excess of the legal requirements and has/have been idaneceeaariy affixed and 


that of hamlet village 
Sy taluk is therefore entitle to receive back the 
Sum of Rs. ( ) within ninety days from 
the datejof this certificate from the treasury at Office, 
(Name) 
Dated : (Designation) 
} : 
ForM x 
tg 
Advice. 
To 
The Treasury Officer, 


i 


A certificate has this day been issued to the following individual for the refund 
of'the value of excess court-fee stamps affixed to his petition {/ document -— 


Date of The value 


Taluk. Hamlet. Vi ilage. Name of the ale sabirot eh of excess Amount 
4a Ss party. etitlon —_court-fee to be 
oe locument. stamps  refunded.- 
affixed. 
(i) (2) (3) (4) (5) (6) 7) 
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APPENDIX Y. 
(Paragraph 167, sub-paragraph 10.): 


INSTRUCTIONS REGARDING THE SUBMISSION AND RECEIPT OF PETITIONS 
ADDRESSED TO THE BoaRD OF REVENUE. 


General Explanation.—These instructions do not apply to the case covered by the 


rules regulating appeals issued by the Government of India under the ea 
Act. 


Rule I.—Any person having cause of complaint against any servant of Govern- 
ment subordinate to the Board shail seek redress in the first instance from the local 
‘ authority who, if unable to grant the redress sought, shall pass an order in writing to 

that effect. If dissatisfied with this decision the petitioner may address the next 
higher local authority or if there is no such authority, the Board. 


Rule I1—The Board will not receive a petition on "any matter unless it shall 
appear that the petitioner has first applied for redress to the local authorities includ- 
ing the Collector—The petitions addressed to such authorities and any replies given 


or orders passed by those authorities or copies of them must be annexed to the petition 
addressed to the Board. 


Rule III.—Alt\ heads of offices will understand that a person affected by an order 
is entitled, if he applies for it, to be furnished free with a copy or extract of such 
order on plain paper, which treasury in cases in which no appeal lies, should contain 
statement of the grounds for the decision. 


Rule I1V.—Petitions addressed to the Board should be written on durable paper 
of the size of a foolscap sheet or half sheet, an ample margin being allowed. 


Rule V.—(1) Petitions addressed to the Board may be submitted either by the 
principals themselves or by their vakils or duly authorized agents. 


(2) Petitions signed by vakils or agents on behalf of their principals must be 
accompanied by a duly stamped vakalatnama or by a general or special power of 
attorney. 


Note.—In case a general power-of-attorney is filed with a petition, it will- be 
duly returned by the Board, after the disposal of the petition, to the party produ- 
cing it. - 

_(3) Anonymous petitions will be totally disregarded. | 

Rule ViI—Resolutions submitted by associations and other similar bodies will 
receive no attention ; any such body wishing action to be taken on its representations 


should submit them in the form of petition stating the grounds and circumstances 
of each case. 


Rule VII.—(1) Every officer wishing to petition the Board should do so separately. 


(2) No officer may submit a petition in respect of any matter in which he has 
no personal interest ; 


Provided that nothing in this instruction shall apply to representations sub- 
anitted by recognised associations of Government servants in accordance with such 
rules as may from time to time be prescribed by the Government. 
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__ Rule VHT.(1) Every petition by ‘an officer must be submitted through the 
head of the office or department to which the petitioner belongs or last belonged, if 
he is no longer in service. 


'* (2) Appeals preferred to the Board by village officers may be submitted direct 
to the Board. 


43) In cases governed by clanse (1) supra, there is no objections to the petitioner's 
submitting a duplicate copy of his petition direct to the Board, provided he marks 
it as a duplicate. 


(4) Petitions sent direct to the Board in contravention of clause (1) will be 
returned to the petitioners who should resubmit them through the Collector, or local 
authority concerned, within one month from the date of such return. If further 
delay is permitted to take place in the re-submission of a petition so returned, it will 
be liable to summary rejections as time barred unless received within the period of 
limitation allowed by rule X infra. : 


Rule 1¥.—The head of the office through which officer’s petition is submitted 
shall forward it to the Board at once through the ordinary official chanel. Unless 
it is barred by limitation, is not duly stamped, is liable to summary reiection, or 
is inadmissible under any legal enactment or executive order, the head of the ‘office 
shall submit with the petition all econnected records. In these expected cases, he 
shall cite specifically the paragraph and clause of the rules containing the exception 
under which considers the case falls, giving reasons for his view. It is lefi to his 
discretion to discuss the accuracy or validity of the statements made, references drawn 
or arguments put forward in the petition. 


Rule X.—Q) (a) Appeals to the Board against the order of punishment imposed 
on Government servants (other than village Officers) under the Civil Services Classi. 
fication Control and Appeal Rules and revision petitions should be filled within two 
months ; (6) darkhast appeals should be filed within 40 days, the time to be reckonect 
in the first case from the date on which the officer preferring the appeal was informed 
of the orders against which he appeals and in the latter cases from the date of communi- 
cation of the order appealed against exclusive of the time taken in obtaining copies 
thereof as well as the time necessary for the transmission of the copies by post when 
they are so transmitted ; (c) appeals to the Board against any decision or order passed 
by the Collector under the Land Encroachment Act Ili of 1905 should be presented 
within sixty days from the date of the decision or order ; (d) second appeals to the 
Board under section 190 of Act I of 1908(Tamil Nadu Estates Land Act) should be 
presented within sixty days of the date of the order or decree appealed against excludin 
the time taken to obtain a copy of the order or decree. 8 


(2) In all other cases, including appeals from village officers, the perj 
limitation will be three months. rs, the period of 


Ruje X1.—The Board cannot entertain a petition addressed to it unless it is Stamped 
in accordance with the provisions of the Tamil Nadu Court Fees and Suits Valuation 
Act, 1955, or unless the levy of Stamp duty has been dispensed with by any law or 
rule having the force of law. The following is a summary of the chief provisions 
Zoverning the levy of stamp duty on petitions submitted to the Board :_. 


(1) Petitions to the Board which are appeals should be stamped wij F 
stamp of the value of Rs. 2. mped with a court-fee 


~@y Miscellaneous petitions including supplemental and review petitions sh; 
bé Staniped with a court-fé¢ stamp of the value of Rs. 1.50. A supplemental ceion . 
which does’ hot contain 4 new" or additional request need not be stamped, == t 
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.. 3) Applications for copies should bear a stamp of the value of 25 paise—Atticle 
10 (2) of Schedule II of the Madras Court Fees and Suits Valuation Act 1955. ; 


(4) Scale of search fees.-When the document applied for belongs to a year 
previous to the current calendar year a search fee, in court-fee stamps according to the 


sub-joined scale, must be affixed to the application :— 


(i) When the document belongs to an year prior to the calendar year but is not 
more than ten yearsold— 
RS. P. 


(a) Fee payable for the first document or entry applied for or if 1 00 
only one document or entry is applied for, then for that docu- 


ment or entry. 


(b) Fee payable for every document or entry other than the first 0 30 
included ia the same application and connected with the 


same subject. 


(c) When the applicant does not know to which of two more year 0 50 
a document or entry belongs, the fee for searching the records 
of every year other than the first. 


(ii) When the document is more than ten years old but does not 
relate to any other year prior to 1858, 


(a) Fee payable for the first document or entry applied for or if 2 00 
only one document or entry is applied for then for 
that document or entry. 


(b) Fee payable for every doucment or entry other than the 1 00 
first included in the same application and connected with 


the same subject. 


(c) When the applicant does not know to which of two or more 1 00 
years a document or entry belongs the fee for searching 
the records of every year other than the first. 


(iii) When the document belongs to 2 year prior to 1858— 


(a) Fee payable for the first document or entry applied for or if 5 00 
only one document or entry is applied for, then for that 


document or entry. 


(b) Fee payable for every document or entry other than the 2 350 
first included in the same application and connected with 


the same subject. 


(c) When the applicant does not know to whichoftwoor more 2 50 
y.ars a document or entry belongs,the fee for searching 
the records of every year other than the first. 


--Nores.—(1) Only one search fee at the rate ap licable to the document need be 
paid for all papers filled together and forming a single record. For instance, a person 
applies for all the depositions relating to a magisterial case, he need only pay one fee 
applicable to the whole record in which they are filed. But in the case of ‘Oake’s 
Registers or Strattons’ Report or Circuit Committee Accounts, separate search foes. 
shall be levied for each item contained in the same volume. 
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_ (2) The search fee rules are applicable to judicial as well as to weyenue records, 
‘The fees should be levied in respect of all documents of which copies are applied. for 
in civil and criminal cases, provided that the application of the rules to judicial records 
is not inconsistent with any special provisions of law or notifications having the force 
of law by which courts may be required to grant copies or to allow the inspection of 


documents free of charge. 


(3) Applications for copies should be accompanied by the required number of 
copy-stamp papers. Where the documents are such as can be copied on copy-stamPp 
papers, both sides of the copy-stamp Paper should be used for writing whether in 
English or in an Indian language. A maximum of 175 words should be written on the 
first (embossed) Page of the copy stamP-paper. The copying fee for this page will be 
35 Paise. By suitable ruling a maximum of thirty lines containing -a maximum of 
240 words at the rate of eight words for each line should be written on the reverse 
ae - the copy-stamp paper. The copying fee to be charged for the reverse side will be 
as follows :— 


RS. P. 
When the number of words written does not exceed 175 .. $e 0 35 
When the number of words written exceeds 175... 5 kg 0 45 


(6) Documents submitted as enclosures to petitions addressed to the Boaré 
‘they are certified copies or copy stamP papers should be stamped with court-fee lable 
under article 9, Schedule Il of the Court-fees and Suits Valuation Act, 1955—75 Pajse 
for every document. * 


(7) The stamp duty payable on a vakalatnama or special power-of-attorney, 
for conducting any one case before the Board of Revenue is Rs. 2.—-Aricle 16, 
Schedule JI, Madras Court-fees and Suits Valuation Act, 1955, 


(8) Document not stamped in accordance with the foregoing clauses will be. 
returned to the parties who should resubmit them to the Board within one menth . 
from the date of return of the documents; further delay in re-submission may entail 
the rejection of the petition as time-barred—e.f. clause (5) of Rule VIII supra. 


(9) No money or currency notes will be received by the Board in lieu of any 
court-fee stamps or copy-stamp papers required under the foregiong. rules. 


Rule XIJ--(1) Petitions for the return of records and reminder petitions need . 
not be stamped. ee a 

(2) No stamp duty is leviable on appepls preferred by the public servants of | 
all classes except village Officers govened by Madras Acts, I of 1889. II of 1894 


and I of 1895 in regard to their dismis:al, suspension, reduction, fine or any other. 
departmental punishment or grivance. 


Note.—The benefit of this ruling extents fo documents filed.as exhibit by such. 
public servant and also to applications suomitted by them for copies of. documents. 


(3) Appeals and miscellaneous petitions to darkhast cases need not be stamped. 


: Rule XI[I.—Petitions addressed to the Board will be liable to summary rejection. 
ji following cases I— 


(1) When a petition is illegible or unintelligible ; Dery Te tenee 


(2) When. a-petition contains language which in the opinion ofthe Board 
is disrespectful, iniproper or otherwise objectionable ; Se tees 
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(3) When a previous petition has been disposed of by the Board, the Govern- 
ment of Madras or other superior authority and the petition discloses no new facts 
Or Circumstances which afford ground for a reconsideration of the case ; 


(4) When a petition is an application for pecuniary assistance by a person 
manifestly possessing no claim thereto ; 


(5) When an pppeal is prefered against the discrenary exercise by local 
afficers to the right of distributing subordinate appointments which are in their 


sift ; 


(6) when a petition is an appeal in a case for which the law provides a different 
or specific remedy or in regard to which the time limited by law for appeal has 
exceeded ; 


{7} whea the relief sought in the petition is of the nature of,a favour and not 
of a right ; 


(8) whea a petition is addressed by afi officer still in the public service and 
has referenee to his prospective claim for pension except as provided in Article 9:5 
of the Civil Service Regulations ; 


(9) when a petition if for a review of orders passed on the exercise ofstatutory 
power and there is no specific statutory provision for reviewing them ; and 


(10) when a petition is a representation against an order against which 
under the appeal rules published by the Government of India under the Constitution 
Act no appeal lies. 


Rule X1V.—The Board must decline to entertain petitions of the following des- 
cription for the reason that the law has declared the decision of subordinate officers 
in such cases to be final and the Board has therefore no power to interfere with 
them :— 


(1) When a petition is an appeal against an order making an appointment to 
a village office under section 10 of Tamil Nadu Act IU of 1895. 


(2) When a petition is 2 second appeal against the order making an appoint- 
ment to a village office at a revision at which (a2) two or more village or portions 
thereof are grouped or amalgamated together so as to form a new village or (6) any 
one Village is civided into two or more new villages or (c) the number of village 
officers previously existing in any one village is a reduced as the result of the revision; 


(3) when a petition is a second appeal against an order inflicting fine or 
suspension on a village officers governed by Tamil Nadu Act III of 1895 ; 


(4) when a petition is a second appeal (4) against an order dismissing or 
removing a village officer, other than the headman of a village or village accountant, 
or (b) against a decree or order passed in a suit preferred by or against a village officer 
other than the headman_ if a village or village accountant under section 13 of 
Tamil Nadu Act Uf of 1895 or (c) against an order short of dismissal passed 
against the village headman or Karnam: 


(5) when a petition is an appeal against a selection to fill a newly created 
Office under section 15 (1) or on appointment to an additional office under section 
9 or a selection under section 15 (2) of Tamil Nadu Act Il of 1394. 


(6) when a petition is second appeal against an order making an apppoint- 
ment to a village office under section I, of Tamil Nadu Act Hf of 1894; 0 
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(7) when apetition is a second appeal against an order inflicting any punish- 
ment short of dismissal on a village officer under section 16 (1) and (2) of Tamil 
Nadu Act IE of 1894. 


(8) when a petition is a second appeal against the order of any revenue officer 
calculating rent value or amending the proprietor’s list of occupied lands under 
sections 22 and 23 of Tamil Nadu Act II of 1894. 


/ (9) when a petition is a second appeal against the order of a Survey Officer 
under section 11 (1) of the Tamil Nadu Survey and Boundaries Act 1923. 


(10) when a petition is an appeal against a Collector’s order conforming or 
cancelling a sale of land for arrears of revenue ; and 


(11) when a petition is a second appeal under the Tamil Nadu Land Encroach- 
ment Act If of 1905, , 


Rule XV.—Appeals praying for the interference of the Board in, the following 
cases will be summarily re jected, for the reason that the Board is precluded by 
Government Order from interfering with the orders passed by Ccilectors in. 2 ch, 
cases: — 


(1) When a petition is an appeal against an order inflicting a fine not exceed- 
ing 50 Paise on an officer below the rank of Deputy Tahsildar: 


Nore.—All village officers, except those governed by Tamil Nadu Acts IE of 
1894, Section 16 (3) and III of 1895, section 23, come within the range of this rule. 


(2) when a petition is a second appeal against an order assigning land on-- 
darkhas : 


Nore.—This rule does not preclude the Board from using 


its revisional 
powers. 


(3) When a petition is an appeal against an order affecting transfer of regist 
under Board’s Standing Order No. 31-8. egistry 


Rule XVI—Petitions presented to the Board by persons not ossessin 
interest in the subject-matter of the complaint will generally Sata Se I 
but even in those cases in which the Board may consider it expedient to forward 
such petitions to local offices the petitioners will receive no reply from the Board 
to their communications. 


Rule XVI—(a) The Board will hear parties in Person or through counsel in— 


(1) cases under section 18 (2) of Tamil Nadu Act III of 1895 ; 
190 and 205 of Tamil Nadu Act I of 1908; 2 and sections 


(2) Cases in which an appeal or a petition for tevision lies to the Board 
under any other provision of law and (1) it is incumbent on the Board to hear 
both parties under a specific provision of law or (ii) i: is propcsed to set aside the 
orders passed by the authority against whose decisicn the appeal or revision petition 
has b:en filed; and 


(3) any other case in which the Bo 


‘ ‘ ard considers it necessary to gi 
oppertunity to the parties to be heard, ; con : ty oe BING ec 
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(b) Wiere the interest of any party concerned in a proceeding before the 
Board of Revenue are likely to be affected adversely by any orcer of the Board, 
and such party has not has a resonable opportunity of presenting his case. The 
Board will issue a notice in a writing specifying the action proposed to be taken 
requiring the patty to show causes against such action within a specified time; 
ndtice shall b2 communicated to the party or his pleader by registered post. 


Rule XVII.—Collectors are visited with disciplinary power to return for correc- 
tioa on rictification o>titions addressed to the Board and forwarded through them 
when they are illegible or unintelligible. They are also vested with discretion 
power to withhold petitions addressed to the Bcard and forwarded through them 


in the following cases :-— 

(1) When_a petition is an application for pecuniary assistance by a person 
manifestly possessing no claim on it ; 

(2) When a petition relates tc a subject on which they are competent to pass 
orders and no previous application for redress has been made to them; 


(3) when a petition is an appeal against a Collector’s order conforming or 
cancelling a sale of land for arrears of revenue ;and 

(4) when a petition is a second appeal against an order assigning land on 
darkhast. 


APPENDIX Z.3 
(Paragraph 167, sub-paragraph 11.) 


INSTRUCTIONS REGARDING THE SUBMISSION AND RECEIPT OF PETITIONS AND OTHER- 
PAPERS OF THE SAME CLASS ADDRESSED TO THE GOVERNMENT OF TAMIL NADU. 


I. Definitions. —In these instructions— 


(1) ‘Government’ means the Government of Tamil Nadu. 


~ (2) ‘Patition’ includes memorials, letters and applications of the nature of 
petitions. 


e of instructions—(1) Save as hereinafter provided these instructions 


. SCO, ~ 
iy P , to all petitions addressed to the Government. 


shall apply, so far as may be 
(2) They shall not apply to— 


(a) petitions which are appeals preferred by persons holding post under 
the administrative control of Government under the rules governing the conditions 
of their service of under the Constitutions of India ; . 


(6) petitions relating to Bills pending before the State Legislature; such 
patitinas are g veraed by the Standing Orders of the Legislature ; 


" —— (c) petitions submitted by, or on behalf of, convicts under sentence of 
death; and 

(d) petitions addressed to the Governor by persons who are or were serving 

an post under the administrative control of Government in respect of matters 


affecting them as Government servants; such petitions are governed by the. 
special instructions issued by the Governor in that behalf. 
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__ (3) They shall not affect any rules or orders in respect of representations 
titted by recognised associations of Government Servants. 


TH. (1) A pétition may be either in manuscript or typescript or in print. 


(2) Every petition shall be authenticated by the signature of the petitioner, 
or, when the petitioners are numerous, by the signatures of one or more of them. 


IV. Every petition shall— 


(a) contain all materia) statements and arguments relied upon by the pet'- 
tioner ; 


(5) be complete in itself ; 


(c) if any recorded order of a public authority is complained against the- 
accompanied by a copy of the orders and by a copy of any order in the case passed 
by : subdrdinate authority together with a copy of the petition to such authority; 
arnt 


(d) end with a specific prayer ; 


Vv. Any person having cause of complaint against the Government, shall in the 
first instance, seek redress from the local authority who, if enabie to grant _ the 
redress sought, shall pass an order in writing to that_effect. If dissatisfied 
with this decision, the petitioner shall be liberty to address effect Board of Revenue 
Court, or other superior onehorty by which the local authority is controlled or 
the may address the Government in cases wherein there is no such ccnt- 
rolling authority. 


Communications intended for the Government she]li be addressed to ‘the 
Government of Tamil Nadu’ or toa ‘Secretary to the Gcvirnment of Tamil 
Nadu’, A communication addressed to the Governcr or to a Minister is not 
addressed to the Goverrment and does not come within the cognizance of the 
Government unless the Governor, the Mcmber or the Minister seems to fit to 
send it toa Secretary to Governm:nt. 


VI. The Government will not receive a petition on any matter, unless it 
shall appear that the petitioner has first applied to the Iccal authority and also 
to the Board of Revenue or other contrclling authority, where such exists. 


VII. In order to enable the Government to enforce to the foregoing rules 
without injustice or hardship to complaining parties, all heacs of cfficers shal} 
understand that a party affected by an order is entitled to have, on application 
a copy of such order which, in all cases except those where no appeal lies 
shall contain a statement of the groun‘s of the decision. This shall be 
furnished to him on plain paper and without Payment. 


VIII. The Government will receive pstitions cnly frcm principals; ccm- 
munications running in the nam:> of a Pleader or agent will receive no atten- 
tion. Anonymous petitions will be totally dist garced and destroyed on 
receipt. 


IX. Resolutions submitted by associations and other similar bodies will 
receive no attention any such body wishing action to be taken on its represen 


tations should submit them in the form of a petition stating the grounds and 
“gjroumistances of each case. 
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X. As the Governm nt never interfere with the distribution of subordinate 
appointmenis, applications for siivatioas inthe gift of apPointing authorities 
willremain unnoticed. 


XI. Every Government servant wishing to petiticn the Government shall do 
So scparately; 


Provided that nothing in this instruction shall apply— 


(i) toajoint represeniation on one and sam> subject signed by severa 
Government servants and 


(ii) to representations submitted by recoanized associations of Gozern- 
ment s:fvants 10 accordance with such rul.s as may, from time to time, be 
Prescribed by tho Government. 


XIE. Every Person in civil empicyment and every person who has been in 
civil employment shall, if he ces'res io petition the Government in respect 0a 
such employment, Or in-reso¢ci of the term na:lon of such employment, submit 
separate Petition cn his cwn b: helf. 


XI. Every petition from a person who is.or was serving in a post under th® 
administrative control of a Government shall be addressed to a Secretary to Govern- 
ment and be submitted through the head of the office or department to which he 
belongs or belong -d. . 


XIV. The head cf the office or partment shall, unless empowered under 
instruction XX or XXI to return or withheld it, at once forward the petition to the 
Secretary to Government in the department concerned through the ordinary official 
channel and may make such remarks as he may consider necessary in regard to the 
accuracy of the statements made and inferences drawn in the petition; he shall also 
jorward such records.not s:.bmitted by the petitioner as should properly be consulted 
in order to the due disposal of the petition. 


XV. Petitions from the Carnatic stipendiaries or on the subject of Carnatic 
stipends shall be submitted through the Paymaster, Carnatic Stipends. 


XVI. Petions from Political pensioners other than Carnatic stipendiaries and 
from Kandyan persioners or on the sudj:ct of political pensions other than Carnatic 
shall be submitted through the Collector of the district in which the petitioner 
resid: rs. 

XVII Petitions addressei to the Governments will be liable to summary rejec 
tion in the following cases :— 


(1) when the petitioner has not complied in full with the above instruction; 


(2) when a petition is illegible or unintelligible or contains language which 
in the opinion of the Governmént is disloyal, dissespect full or improper 


(3) when a previous petition hes been disposed of by the Government or Tamil 
Nadu or Government of India and the petition discloses no new facts of circumstance 5 
which afford grounds for a reconsideration of the case ; Nf 


(4) when the petition is more application for relief, pecuniary or other, which 
in— as 


(a) presented by a person mnaifstly possessing no claimor advancing a claim 
of an obviously unsubstanjial character ; or 


(6) so belated that its consideration is clearly impossible ; 
(5) when the petition is— 
(a) an application for employment in posts under the administrative * -can- 


iol of Government not made an pursuance of any rule or anhouncement regarding 
applications for such employment ; or 
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(5) a request for exemption from the provisfons of any law or rule pres- 
cribing the qualifications to be possesed by persons in the service of the Govern- 
ment or by persons engaging in any professions or employment ; 


(6) when the petition is an appeal from a judicial decision unless such petition— 


(a) is an appeal from a judicial decision is a case in which the Government 
have reserved any discretion of interference ; 


(5) is an appeal from a judicial decision in a suit to which the{Government. 


(ce) is a prayer for the suspension or remission of a sentence under Chapter 
XXIX of the Code of Criminal Procedure, 1898 (Central Act V of 1898) ; 


(7) when the petition is a representation against a decisjon which is declared 
to be final by any law or statutory rule ; 


(8) when the law provides a different or specific remedy in respect of the subject 
matter of the petition whether or not any period of limitation prescribed for the 
presentation of such remedy has expired ; 


(9) when the petition is submitted otherwise than in accordance with any rule, 
order or contract such as is referred to in sub-clause (a) of clause (14) by a person 
serving in a post under the administrative control of the Government with regard 
to his prospective claim to pension ; 


(10) when petition is an appeal against a failure by the Government to exer- 
cise a discretion vested in them by law or rule; 


; ( a) when the action desired in a petition is in the nature of a favour and not 
of a right ; 


(12) when the petition is a representation against an order of a subordinate 
authority communicated to the petitioner more than six manths before the sub- 
mission of the petition, and no satisfactory explanation for t&e delay is given ; 


(13) when the petition is a representation against the discharge of a person— 
(a2) appointed on probation, during such probation ; 


(6) appointed otherwise than under contract, to hold a temporary appoint- 
ment, on the expiration of the period of such appointment ; or 


(c) engaged under contract in accordance with the terms of such contract ; 


4) when the petition is a representation by a Government servant against 
on order— 


(a) from which he has exercised, or possesses a right of appeal under— 
_ (i) rules or orders regulating his conditions of service jor 
(ii) the terms of his contract of service ; | 


(8) passed by any authority in the exercise cf appellate or revisional powers 
conferred by any mule, order or contract such as is referred to in sub- clause (a); or 


_ (© frem which, not being an order of punislmert passed by the Government 
an appeal is expressly barred by any rule, order or contract such as is refired to in 
sub-clause (a) : 


506-1—21 


322 DISTRICT OFFICE MANUAL 


(15) when a petition is a representation relating to an order of the Govern- 
ment refusing to grant or to recommend— 


(a) a special pension ; 
(6) 2 compassinate pension; or 


____(c) any pecuniary or other concession to which the petitionor is not 
- entitled under any law or statutory rule ; 


(16) when the petition is a representation with regard to any matter connected 
with the official prospects or position of a person serving in a post uncer the admi- 
_nistrative control of the Government and is not submitted by such person ; 


(17) when the petition relates to a subject on which the Government are com- 
petent to pass orders, and no application for redress has been made by the petitioner 
_to the Government ; 


the action ofa private 


(18) when the petition is a representation against 
i private relations of the 


individual or of body of private individuals regarding the 
petitioner and such individual or body ; and 


(19) when the petition not being a petition such as is referred to in the 
_ exceptions in clause (6) relates to matters in which the petitioner has no direct per- 
sonal interest. 


XVUI. (2) The Government will whena petition is rejected under instruction 
XVI, inform the petitioner of the rejection and the reasons therefor. 


(b) The Government will, when a petition is rejected for reasons other than 
those specified in instruction XVII, inform the petitioner of its rejection and also 
the reason therefor, unless for some reason to be recorded in writing the Government 
consider that it is not desirable to communicate the reasons to the petitioner. 


[G.O. Ms. No. 269, Public (Services), dated 30th January 1958.[ 


XIX. Where a petition has already been rejected under imstructior XVII and a 
further petition on the same subject is submitted which does not contzin facts not 
already brought to notice, such further petitioner will be disregarded. 


XX. The authorities named in the margin are vested with discretionary power 
to return for direction or rec*'fication peti- 


The High Court, Board of Revenue, tions addressed to the Gov-mment and 


Director of Medical Services, forwarded through them in t1e following 
Chairman, Madras Public Service cases :— Seo eee, Be 
Commission Secretaries to (a2) When a petition is illegible or 


Government, Chief Conservator of 
Forests, Chief Engineer, Director 
of Agriculture, Director of Public 
Instruction and Commissioner for 
Government Examinations, Ins- 
pector-General of Police, Inspec- 
tor-General of Prisons, Director 
‘of Public Health, State Port 
Officer, Commissioner of Police 
and Superiateading Raginoers. 


unintelligible ; 

(b) When a_ petition runs in_ the 
name of pleader or agent instead of in 
the name of the principal ; 

(c) When a petition from a person 
who is or was serving in a post under the 
administrative control of the Government 
is addressed otherwise than in accordance 
with these instructions. 
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XXL The same authorities are vested with discretionary power to withhold 
petitions addressed to the Government and 
The Commissioner of Labour, Direc- forwarded through them in the following 
tor of Animal Husbandry, Ins- cases :— 4 i 
pector-General of Registration, (a) When a petition is an applica- 
Registrar of Co-operative Socie- tion for pecuniary assistance by a person 
ties, Collectors, District and manifestly possessing no claim. 
sessions Judges, Sanitary Engi- (b) When a petition relates to a 
neer, Director of Stationery and subject on which those authorities are 
Printing, Chairman of Municipal themselves competent to pass orders, and 
Councils, Director, | Cinchona no previous application for redress has 
Department, Transport Com- made to them. 
‘missioner, The Commissioner, 
Hindu Religious and Charitable 
Endowments (Administration) 
Department. 


Director of Employment and Training, Director of Industries and Commerce, 
aeemee, Madras Sales Tax Appellate Tribunal and the Director of Rural Devclop- 
ment. 


_[G.O. Ms. No. 1610, Public (Services-A), dated 14th July 1967 (Correction 
Slip No. 17, dated 10th ent 1967).] 


_ [G.O. Ms. No. 1784, Public (Services-A), dated 8th August 1967 (Correction 
Slip No. 18, dated 20th September 1967).]. 


XXII. An authority withholding a petition under instruction XXI shall inform 
the petitioner of the withholding and the reason therefor. 


APPENDIX AA. 
(Paragraph 167, sub-paragraph 12.) 


INSTRUCTIONS FOR THE SUBMISSION AND DISPOSAL OF PETITION ADDRESSED TO THE 
GOVERNOR BY PERSON WHO ARE OR WERE IN THE SERVICE OF GOVERNMENT IN 
RESPECT OF MATTER AFFECTING THEM AS GOVERNMENT SERVANTS. 


(1) No petitioner addressed to the Governor shall be withheld by any authority. 


(2) Every such petition shall be submitted through the head of the office or 
department to which the petitioner belongs or belonged, to the Secretary to Govern. 
ment in the administrative department concerned. 


(3) A petition addressed to the Governor will be liable to summarty tejeciion 
if 


(i) the petitioner has not a vailed himself of the remedies provided by rul 
or orders applicable to the case; or ; 


(ii) the petition was not submitted within six months from the date 0% which 
the final order passed or revision under the rules or orders applicable to the case was 
communicated to the retitioner; of 


(iii) the petition relates to a matter which has already been disposed of bv 
the Governor. 
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The authority forwarding a petition shall state on it whether the petitioner has 
complied with the above requirements. 


(4) The instruction in paragraph 1 shall not apply to a case where a petition 
has been summarily rejected under instruction 3 (iii) above and if a further petition 
is received which, though addressed to the Governor, does not contain any facts not 
already brought to notice in his previous petition aforesaid it may be rejected by the 
Secretary of the concerned department. 


[G.O. Ms. No. 4152, Public (Services), dated 12th December 1950}. 


APPENDIX-BB. 


INSTRUCTIONS FOR THE PREPARATION OF AND SCRUTINY OF BUDGET ESTIMATE, 
REVISED ESTATIMATE AND CONTROL OF EXPENDITURE, ETC. 


(1) Budget Estimate.—The Budget Estimate is based on the departmental esti- 
‘mates submitted by the heads of department and certain other estimating officers. 
Departmental estimates are based on the estimates submitted by the district officers 
of the department. Both the departmental estimate and the district estimate should 
always receive the careful personal attention of the officers who submit them so that 
they may neigher bet-inflated nor underpitched, but as accurate as possible. Every 
head of department and controlling officer should keep himself acquinted with the 
progress of the revenue and expenditure under this control. He is required to see 
that proper estimate are made of all the Government transactions. The Budget 
estimates for the coming year should follow the revised Estimates for the current year 
after allowing for abnormal circumstances in the current year or those expected during 
the next year. Economy should be suggested whereever possible. Provision for 
receipt and expenditure should be based on the standing sanction furnishing details 
for items of miscellaneous nature grouped under a detailed head of account. 
Expenditure should be correctly classified between different heads of accounts and 
provision made for the charges to be allocated only to Madras State. Provision for 
pay and allowance for the month of March should be made in the Budget Estimate 
of the following year. When provision is high compared with the past actuals, a 
lumpsum deduction should be made for proper savings. The net sum only will be 
allott-d to the department in the first instance and latter on additional fund to the 
extent deducted will be provided by the Finance Department. More details regard- 
ing the preparation of the Budget Estimate, etc., are available in Chapters Il and 
IV of the Budget Manual. 


(2) Revised Estimate——A "Revised Estimate for the year is the probable receipt, 
and disbursement under each head for that year, framed in the course of the year 
with reference to the actual transaction recorded so far. It is an indication for the, 
Budget Estimate for the next year, and with reference to the Revised Estimate, savings 
if any, should be surrendered and for the excess of expenditure additional appropriation 
should be applied for in time. , 


(3) Control of Expenditure—The head of the office is a disbursing officer while 
his superior officer is a subordinate controlling officer and the head of the department 
is Chief Controlling Officer. The Chief Controllirg Officer is required to contrel the 
expenditure so as to keep it within the appropriation. With a view to achieve this 
and, he watches every month the expenditure and unpaid liabilities egsinst appro- 
priation and suggest, if necessary, postponement cf expenditure to the next official 
year or economise where possible. He surrer.ders savirgs, if any, and applies for 
additional funds if excess expenditure is esserticl. The resrorsibilitw fer ccrticl 
is retained either by himself cr alorg with the Sutcrdirate Cortrollirg Cffcers’. 
The Chief Controllirg Cfficer or Subordinate Cortrellixg Cffcer keep a constant 
watch over the progress of expenditure and unpaid liability with a view to see that 
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the total and each unit appropriation is kept within the sanctioned appropriation 
Steps should be taken to ol'tain additionai alictments rez sited in time and to surren- 
der anticipate? savings, if any. Each Distursing Officer should maintain a register 
16 Form *‘C (found in the Budget Mannual) cf his dispursement and liabilities, in 
which entries are made than and thre. He watches nis excenditure with reference 
to the amount allotted to him. After the close of each month the Disbursement 
Officer shou'd, after reconciliation of the departmental figures with the treasury 
figures forward to the Subordinate Controlling Officer an extract of his accounts in 
Form C. The Subordinate Conirolling Officer should consolidate in Form D_ pres- 
cribed in the Budget manval the fizure in his register in Form C, and the figures in 
the extracts received from Disbursing Officers. After the consolidation, he should 
send an extract of his retister in Form D to the Chief Controlling Officer. The Chief 
Controlling Officer should consolidate in Form D. his own exrerditure in Form C 
and that furaished in the extracts received from the Subordinate Controlling Officers 
including all adjustments communicated by the Accountant-Gereral but not taken 
into account by his subordinate officcrs. The Chief Controlling Officers should 
reconcil the discrepancies between the departmental figures and those booked in the 
Accountant-General’s accounts with a view to detect and rectify misclassification 
of figures, detection of encashment of bogus bills and to correct the figures. 


The instructions in Charter VI of the Budget Maaual may be referred to further 
d tails for the control cf expenditure. The Gazetted Officers in the districts will be 


held personally responsidle for the accuracy of the Budget Estimates, Revised Esti- 
mates, Reappropriation of Account and the Control of Expenditure. 


APPENDIX CC. 
‘Paragraph 172). 


TABLE OF COMPARATIVE CHRONGLOGY. 


= s Ss cs ¥ 
= i a m2 ah - 
5 Co zg - > 2 bg 
Bo 52 gs Ge og 
a Bo wa "= ose 
| £3 Hindu Cycle year, Tamil Telugu eu Se 2 
=p 37 and Kanarese. beginning ata 3 =H = 
Eq “2 variable date in April. =p 5. 
A& &s = Sf 2 
a > > ss = 
(1) (2) @G) (4) (S) (6) 
1723 1645 37 Sobhakrit oe 898 1136 1132 
1724 1646-38 Krodhi oo. 899 1137 1133 
1725 1647 39 Visvavasu 990 1138 1134 
1726 1648 40 Parabhava Bis a 901 1139 1135 
1727 1649 41 Plavanga bs i 902 1140 1136 
1728 1650 42Kilaka ..  -.  .. 903 t14t % 1137 
1729 1651 43 Saumya oe 55 904 1142 1138 
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{Paregraph 172)—cont. 


TABLE OF COMPARATIVE CHRONOLOGY— cov?/. 


be 2 ov 43 cs o 
os 2 5 bh 

. a ss 32? & 

o qc a2 83 & 
3 — S Hindu, Cycle yzar, Tamil, Telugu an S 2 
Ex 2 and Kanarese, beginning et a = 2 
58 ae vatiable date in Aoril. Ze ot Ww 
Q 5 ae Cn ¢ ‘3 - a o 
33 3. oe ae as 
Se 2®8 eS ss 35 
ae Ss go GS oS Gre 
z > > > ba 
(1) (2) (3) (4) (5) (6) 
1730 1652 = 44 Sadharana a 905 1143 1139 
{731 1653. 45 Virodhikrit = 6. (908 1144 1140 
1732 1654 = 46 Paridhavi ne + 907 1145 - 1141 
1733 1635 47 Pramadicha se 4 908 1146 1142 
1734 1656 43 Ananda - a 999 1147 1143 
1735 1657 49 Rakshasa oe 910 1148 1144 
1736 1658 50 Nala 4 Za 91] 1149 1145 
1737 1659 51 Pingala ed ae 912 1150 1146 
1738 1669 52 Kalayukti a He 913 115} 1147 
1739 1661 53 Siddharthi Be = 914 1152 1148 
1740 1662 54 Raudri oe ORS 1153 1149 
1741 1663 55 Durmati a. a 916 1154 1150 
1742 1664 56 Dundubhi es es 917 1155 115] 
1743 1665 57 Rudirodgari 2 a 918 1156 1152 
1744 1656 58 Raktakshi oe es 919 1157 1153 
1745 1667 59 Krodhana Re es 920 1158 1154 
1746 1668 69 Kshya Re - 921 1159 1155 
1747 1669 { Prabhava aa os 972, 1160 1156 
1748 1670 2 Vibhava rr at 923 1161/2 1187 
1749 1671 3 Sukla sg a 924 1163 1158 
1750 1672 4 Pramoduta we 925 1164 1159 
1751 1673 5 Prajotpatti a ba 926 1165 1160 
1752 1674 6 Angirasa 3 wt 927 1166 1161 
1753 1675 7 Srimukha 5 sha 928 1167 1162 


1754 1676 8 Bhava 98g 1168 1163 
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APPENDIX CC--cont. 
(Paragraph 172). - coir, 


‘TABLE €F COMPARATIVE CHRONGLOGY — cont. 


it Sng sy! a 
a 6&8 ge ge 

& as a3 é = 
B 8. g. fe =§ 
a SS eT ee eee etd oo Aas 2.8 me 
a Ze Hindu Cycle year, Tamil, Telugu ge Ss 2 

iF ce ae and Kanarsse, beginning ata S ap “8 . 
os ae variable date in April, Ss a 3 ha 
ae a Ge SS o 
55 D2 Os “iS >. 
#2 ye 5s see 33 
(1) 2) ee 4) (5) (6) 
1755 1677 9 Yuva os 7 339 1169 1164 
1756 1678 19 Dhatu os och 931 1170 1365 
1757 1679 = AL Isvara a re 3 932 1171 1166 
1758 1680 12 Badudhanya =f Aw 933 1172 1167 
1759 1681 i3 Pramadi - es 934 1173 1168 
1760 1682 14 Vixrama = es 935 1174 1169 
1761 1683 15 Vichy “9 a i 936 1175 1170 
1762 1684 16 Chitrabhanu Sod ee 937 1176 1171 
1763 1685 17 Svabbanu re 938 1177 1172 
1764 1686 18 Tarana : o 939 1178 1173 
1765 1687 19 Parthiva sg 2 940 1179 1174 
1766 1688 29 Vvaya es 941 1180 1175 
1767 1589 2t Sarvajsit . ih ic 942 118] 1176 
1768 1699 22 Sarvedheri ad 942 1182 1177 
1769 169i 23 Virodhi ¥ as 944 1183 1178 
1770 1692-24 Vikviti ov se 945 1184 1179 
1771 1693 25 Khara ek 946 1185 1180 
1772 1695 26 Nandana - as 947 1186 1181 
1773 1695 27 Vijaya. hs & 948 1187 1182 
1774 1696 28 Java 6s 28 fi 49 1188 1183 
1775 1697 29 Manmatha re us 950 1189 1184 
1776 1698 30 Durmukhi 7 7" 951 1190 1185 
Ti 1699 31 Hevilambi as es 952, 119] 1186 
1778 1709 32 Vilambi = si 953 1192 1187 
1779 1701 33 Vikari i 954 {193 1188 
1780 1702-34 Sarvari 955 ligt 1189 
1781 1703 35 Plava ; 936 1i9s/6 1199 
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APPENDIX CC—cont. 
(Paragraph 172)—cont. 


TABLE OF COMPARATIVE CHRONOLOGY— cont. 


f ig fy §2 2 
5 = = a3 ae 2 
5 a ise a an fe € 
= = 2 Hindu Cycle year, Tamil, Telugu z 2 2 a 2 
“= g ae and Kanarese, beginning ata s ae =B 2 
es 3 variable date in April. oo oe ae uw 
Ag se ‘O'S ‘S as a. 
ees 8 ne HEE oS 
os gs ges 
G) (2) (3) (4) (5) (6) 
1782 1704 36 Subakrit x 957 1197 1191 
1783 1705 37 Sobhakrit oe 958 1198 1192 
1784 176 38 Kerodit 7 es 959 1199 1193 
1785 1707 39 Visvavasu ..: fs 960 1200 1194 
1786 1708 40 Parabhava “si ox 961 1201 1195 
1787 1709 41 Plavanga fi us 962 1202 1196 
1788 1710 42 Kilaka Pe - 963 1203 1197 
1789 1711 43 Saumya ee os 964 1204 1198 
‘1790 1712 44 Sadharana st my 955 1205 1199 
1791 1713. 45 Virodhikrit ie, ete 966 1206 1200 
1792 1714 46 Paridhavi ae a 967 1207 1201 
1793 17i5 47 Pramadicha : 7 968 1298 1202 
1794 1716 48 Ananda bee ea 969 1209 1203 
17¢5 L717 49 Rakshasa - ‘id 970 1210 1204 
1796 1718 50 Nala - 4 971 1211 1205 
1797 1719 5{ Pingala a he 972 1212 1206 
1798 1720 52 Kalayukti at ie 973 1213 {207 
1799 1721 53 Siddharthi ea a 974 1214 1208 
1800 1723 54 Raudri iv % 975 1215 1209 
1801 tiga 55 Durmati oe 7 976 1216 1210 
1802 1724 36 Dundubhi a bit 977 1217 1211 
1803 1725 57 Rudircdkari a4 Be 978 1218 1212 
1804 1726 58 Raktakshi 8 si 979 1219 1213 
1805 1727 59 Krodhana 9% oe 980 1229 1214 
1806 1728 69 Kashaya ay 7 981 1221 1215 
1807 1729 | Prabhava ee a 982 1222 121¢ 


1808 1730-2. Vibhava af aes OS 1223 1217 
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APPENDIX CC—cens, 
(Paragraph 172)—cont. 


TABLE OF COMPARATIVE CHRONOLOGY— ¢@x€, 


& 3 = 
2 a a eS . 
) Ss gi 2 a bp & 
5 oe ac Gs 9 
wf $< Hindu Cycle year, Tamil, Telugu $5 f= ‘ee 
a=! > ao and Kanarese beginning ata so = 2 3S | 
E s ” ep variable date in April. Se = > f 
As SE ef ts &. 
3. . 2 2 sit& «5 
c= $5 te Ses aS 
< SS > > tL, 
(1) (2) (3) (4) (5) (6) 
1809 1731 3 Sukla a ue es 984 1224 1218 
1810 1732 4 Pramoduta i 985 1225 1219 
1811 1733 5 Prajotpatti is Be 986 1226 1220 
1812 1734 6 Angirasa es ef 987 1227 1221 
1813 1735 7 Srimukha oa” 988 1228/9 1222 
1814 1736 8 Bhava Le ie 989 1230 1223 
1815 1737 9 Yuva bd a re 990 1231 1224 
1816 1738 10 Dhatu=... eo se 991 1232 1225 
1817 1739 11 Iswara... Gy oe 992 1233 1226 
1818 1740 12 Bahudhanya “e se 993 1234 1227 
1819 1741 13 Pramadi bs z% 994 1235 1228 
- 1820 1742 14 Vikrama Bi eh 995 1236 1229 
1821 1743 15 Vishu = es fs 996 1237 1230 
1822 1744 16 Chitrabhanu $e ate 997 1238 1231 
1823 1745 17 Svabhanu 2 We 998 1239 1232 
1824 1746 18 Tarana ats a 999 1240 1233 
1825 1747 19 Parthiva - & 1000 1241 1234 
1826 1748 20 Vyaya = ee a 1001 1242 1235 
1827 1749 21 Sarvajit .. 4 ate 1002 1243 1236 
1828 1750 22 Sarvadhari - i 1003 1244 1237 
1829 1751 23 Virodhi .. na oe 1004 1245 1238 
1830 1752 24 Vikriti .. “is sis 1005 1246 1239 
1831 1753 25 Khara.... ny “6 1006 1247 1240 
1832 1754 26 Nandana.. es es 1007 1248 1241 
1833 1755 27 Vijaya ie ok xe 1008 1249 1242 
1834 1756 28 Jaya ie fa is 1009 1250 1243 


1835 1757 29 Manmatha = se 1010 1251 1244 
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Domini beginning 


Ist January. 


Annus 


Era 


Year _of Salivahana 
beginning 16th March. 


o~ 
i) 
—_ 


1758 
1759 
1760 
1761 
1762 
1763 
1764 
1765 
1766 
1767 
1768 
1769 
1770 
1771 
1772 


1773 . 


1774 
1775 
1776 
1777 
1778 
1779 
1780 
178i 
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APPENDIX CC-—cont. 


(Paragraph 172)— cont. 


TABLE OF COMPARATIVE CHRONOLOGY —ccHt. 


30 Durmukhi 
31 Hevilambi 
32 Vilambi 
33 Vikari 

34 Sarvari 

35 Plava 

36 Subhakrit 
37 Sobhakrit 
38 Krodhi 
39 Visvavasu 
40 Parabhava 
4} Piavanga . 
42 Kilaka 

43 Saumya 
44 Sadharana 
45 Virodhikrit 
46 Paridhavi 
47 Pramadicha 
48 Ananda 
49 Rakshasa 
50 Nala 

51 Pingala 
52 Kajayukti 
83 Siddharthi 


Hindu Cycle year, Tamli, Telugu 
and Kanarese, beginning at a 
variable date in April. 


(3) 


Era 


beginning 15th August. 


Year of Malavalam 


“_ 
& 


1011 
1012 
1013 
1014 
1015 
1016 
1017 
1018 

1019 
1020 
1021 
1022 
1023 
1024 
1025 
1026 
1027 
1028 

1029 
1030 
1031 

1032 
1033 
1033 


17th 


Hijra beginning 


Year of Mohammadan 
January. 


(5) 


1252 
1253 
1254 
1255 
1256 
1257 
1258 
1259 
1260 
1261/2 
1263 
1264 
1265 
1266 
1267 
1268 
1269 
1270 
1271 
1272 
1273 
1274 
1275 
1246 


year beginning Ist 


Fasii 
J uly. 


os 
an 


1245 
1246 
1247 
1248 
1249 
1250 
1251 
1252 
1253 | 
1254 
1255 
1256 
1257 
1258 
1259 
1260 
1261 
1262 
1263 
1264 
1265 
1266 
1267 
126% 


Annus Domini, beginning, 
lst January. 


Era 


Salivchane 
beginning 16th March. 


Year of 
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APPENDIX CC—coni. 
(Paragraph 172)--cont. 


TABLES OF COMPARATIVE CHRONO OGY — cont. 


< 
Hindu cycle year, Tamil, Ss 
Telugu and Kanarese me 
beginning ata variable S 
date in April. = 
SE 

(3) (4) 

54 Raudri.. 1035 
§£ Durmati .. 1036 
56 Dundubhi 1037 
57 Rudhirodkari 1038 
58 Raktakshi 1039 
59 Krodhana 1040 
60 Kshaya 1041 
1 Prabhava 1042 
2 Vibhava 1043 
3 Sukla 1044 
4 Pramoduta 1045 
5 Prajotpatti 1046 
6 Angirasa . 1047 
7 Srimukka 1048 
8 Bhava 1049 
9 Yuva 1050 
10 Dhatu 1051 
il Iswara 1052 
12 Bahudhanya 1053 
13 Pramadi .. 1054 
14 Vikrama .. 1055 
15 Vishu 1056 
16 Chitrabhanu 1057 
17 Svabanu .. 1058 
18 Tarna 1059 
19 Parthiva 1060 
20 Vyaya .. os 106] 


Hijra, beginning 17th 


Year of Muhammadan 
January. 


“-_ 
in 
— 


1277 
1278 
1279 
1280 
1281 
1282 
1283 
1284 
1285 
1286 
1287 
1288 
1289 
1290 
129] 
1292 
1293 
1294 
1295 
1296 
1297 
1298 
1299 
1300 
1301 
1302 
1303 
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Fasli year, beginning st 


(6) 
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Domini, begis nig 
1st January. 


Annus 


() 


1887 
1888 
1889 
1890 
1891 
1892 
1893 
1894 
1895 
1896 
1897 
1898 
1899 
1900 
1901 
1902 
1903 
1904 
1905 
1906 
1907 
1908 
1909 
1910 
1911 
1912 
1913 


16th Marci. 


-~ Year of Salivahane Era, 
beginning 


2) 


1809 
1810 
1811 

1812 
1813 

1814 
1815 
1816 
1817 
1818 
1819 
1820 
1821 
1822 
1823 
1824 
1825 
1826 
1827 
1828 
1829 
1830 
1831 
1832 
1833 
1834 
1835 
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CC—cont. 
(ParagraP 172—cont. 


Hindu cycle year, Tamil, 
Telugu, and  Kanarese) 
beginning at a variable 
date in April, 


* 


(3) 


21 Sarvajit d oes 
22 Sarvadhari we ive 
23 Virodhi 

24 Vikriti 

25 Khara 

26 Nandana 
27 Siya 

28 Jaya 

29 Manmatha 
30 Dunmukkhi 
31 Hevilambi 
32 Vilambi .. 
33 Vikari 

34 Sarvari.. 
35 Plava 

36 Subhakrit 
37 Sobhakrit 
38 Krodhi 

39 Visvavasu 
40 Parabhava 
41 Plavanga .. 
42 Kilaka 

43 Saumya 

44 Sadharana 
45 Virodhikrit 
46 Paridhavi 
47 Pramadicha 


Year of Malayalam Ere, 
beginning 15th August. 


(4) 


1062 
1063 
1064 
1065 
1066 
1067 
1068 
1069 
1070 
1071 
1072 
1073 
1074 
1075 
1076 
1077 
1078 
1079 
1080 
1081 
1082 
1083 
1084 
1085 
1086 
1087 
1088 
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VW7th 


beginning 


January, 


Year of Muhammadan 
Hilra, 


(5) 


1305 
1306 
1307 
1308 
1309 
1310, 
1311 
1312 
1313 
1314 
1315 
1316 
1317 
1318 
1319 
1320 
1321 
1322 
1323 
1324 
1525 
1326 
1327/8 
1329 
1330 
1331 
1332 


Fesji year, beginning st 
July. , 


(6) 


1296 
1297 
1298 
1299 


' 1300 


1301 
1302 
1303 
1304 
1305 
‘1306 
1307 
1308 
1309 
1310 
1311 
1312 
1313 
1314 
1315 
1316 
1317 
1318 
1319 
1320 
1321 
1322 


es S 
S es 
< ss 
8 at 
&§. &F 
= 
ge 3S 
g5 s4 
(1) (2) 
1914 1836 
1915 1837 
1916 1838 
1917 1839 
1918 1840 
1919 1841 
1920 1842 
1921 1843 
1922 1844 
1923. 1845 
1924 1846 
1925 1847 
1926 1848 
1927 1849 
1928 1850 
1929 1851 
1930 1852 
1931 1853 
1932 1854 
1933 1855 
1934 1856 
1935 1857 
1936 1858 
1937 1859 
1933 1860 
1939 | 1861 
1940 1862 
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Hindu cycle year, Tamil, 
Telugu. and Konarees 
beginning at a variable 
date in April, 


QG) 


48 Ananda 
49 Rakshasa 
50 Nala’ 
51 Pingala 
52 Kalayukti 
§3 Sidharthi 
54 Raudri 

55 Durmati 
56 Dundubhi 
57 Rudirodkari 
58 Raktakshi 
59 Krodhana 
60 Kshya 

1 Prabhava 
2 ,Vibhava 

3 Sukla 

4 Pramoduta 
5 Prajopatti 
6 Angirasa 
7 Srimukha 
§ Bhava 

9 Yuva 

10 Dhatu 
11 Jsvara 

12 Bahudanya 
13 Pramadi 
14 Vik rama 


Year of Mahyalam Era, 
beginning 15th August. 


on 
= 
ow 


1089 
1090 
1091 
1092 


1093 
1094 
1095 
1096 
1097 
1098 
1099 
1100 
1101 
1102 
1103 
1104 
1105 
1106 
1107 
1108 
1109 
{110 
1311 
1112 
1113 
1414 
4115 


Year of Muhammadan Hijra 
beginning 17th January. 


5) 


~_ 


1333 
1334 
1335 
1336 


1337 
1338 
1339 
1340 
1341 
1342 
1343 
1344 


1345. 


1346 
1347 
1348 
1349 
1350 
1351 
- 1352 
-1353 
1354 
1355 
1356 
1357 
1358 
1359 
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beginning 1st 


Fasli year 
July. 


A 
— 
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INDEX 
PART I. 

A 
Absence due tn infectious disease ee ee 
Administration reports es es 
Arrangement of Papers Submitted to Collector se - 
Arrangement of records after dispoSal Pa 
Arratgement of several sub-heads re ee is 
Atrear lists... Ks it be Zs “a 
Attendance Register a és ce oe See ian 

B 
Bracket heads on a ee . 

Cc 
Call 8 te Si ae we ee 
Casual leave 2 és i te et 
Checking of Personal Registers fe ee ae & 
Communication of orders to peritioners : es we 
Conduct Register os fii 
Confidential records (Confidential sheets a o 
Confidential records .. a = 


Consequence of entries and cancellation of biackmarks— 


Entries for good services 
Consistency essential—Standard heads and sub-heads—-Un- 


authorised additions forbidden. . 2 " 
Consolidation of titles when printing 4 2, = 
Copy application register es ae 


Correction slips os : 
‘Current file and its afrangement sie i Bad 


Custody of the key of the records, room a _ 
D 


Demi-official correspondence Be ne 


Despatch stamp - 
Despatch by post a and local aBiivery ee 


Destruction of treeords .. 3 MG si 


ee 


PARAGRAPH 


wie g 
eo 153 J 
od 148 
‘s 82 
124 
1320, Forms VII 
and X, Appen- 
dix ‘B® 
et 3 
123 


25 (3), 6 : 6 


Form YITl 
Appendix ‘B’ 
& 7 
131 
ah 57 
129 
139-A 
101 
ee 140 
116 
st 128 
25 (10) 
be 138 
-» 36, 37 
105, Form xin 
Appendix +B? 
102 
ar 81 
24 (5) 
= 109 
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INDEX 
PARAGRAPH 
Destruction of the filed record .. 2 oe 107 
Destruction of registers .. -.. os : .- Appendix <I’ 
Disposal bundics .. a an 2 Ss or Be 83 
Disposal jackets .. 3... www as 65 
Di*erent kinds of disposals, ey ee is 63 
(No disposal number under this system) 64 
Distribution register ee 171), 17 
Farm I, Appen- 
dix ‘B’, 
R 
Economy in the us of stationery 3 ae ut 150 
(1) Ind«nts; (2) Enclosure; (3) Office copies and covering 

letter ; (4) Bank sheets of demi-officials, etc., paper; 

(5) Post cards—Smalj envelopes; (6) Re-making 

envelopes, (7) Economizing envelopes in despatch; 

(8) Dupl cators and duplicating paper; (9) Registers; 

(10) Extravagant spacing; (11) Docket she-ts. 
Enclouré to be minimized (Drafting) 53 
Endorsement or N‘ Kefcrencts and disposals 59 
Envelope, siz¢,etc. .. a “s ae we se 73 

. 

Fair copy register * Nets 23 (4); Form IV 
. Appendix *B’, 
Fair copying ‘ 5% a 72, 75, 76, 77 

» Filing—Definition ee fi on 84 
Filed paper not registered—when indexed : 86 
(Savings of work compared with disposal number system) .. 87 
Filing of index slips ig OY ee ey 111 
Forms oe oe <o ae ons ‘ae Appendix ‘Rp’ 
Fort St. George Gazette 137. 
G 
General discipline etc.. General .. oe a ne 9 
General records files 68, ane bs ae 89 (iii) 
Government orders and Roard’s Proceedings e 85 (i) 
Government Suits register 26-A (12), 
; Form VHT A 
Appendix “B’’. 
Gun licence renewal application—Registering .. i ea 32 
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H 
PARAGRAPH 
Head must be (a) obvious, (5) distinctive te bes 115 
(Consistency essential Standard heads and sub-heads 
Unauthorised addition as forbidden) ; 2s 116 
Hours of attendence 2 bee es Sah.” deg Ws 2 
I 
Incoming reminders ag a ie be 3 es 135 
Incoming returns fe as an 134 
Indexing under the disposal “uiiber Suen “a Le 108 
(System described) -- 109; 110 


Instructions for the woking of the Tettenhai ial in Revenue 
‘Divisional and Taluk Offices—A. Revenue Divisional 


B. Taluk Offices—Deputy TahSildar’s Offices 
Introductory ee ie oe ‘a a8 ae 


-. Appendix ‘1°. 


Issue of records vs ws = os im a -. 104 ; Form 
“ XIV, Apper- 
dix *R’. 
L 
Late attendance oe “ a 7 Wacy os 4 
Linking files a s ea ey a oc oe 39 
Local classification ea ee is oe e. os . 120 
Lodged disposal de Ss ws = Sa os és 67 
N 
ie N-Reference i slip we oe ov te we ie Form VI, , 
- Appendix 
‘B*. 
Nature of diSposal and other pabeules to be es On the 
draft e* ee ev weet oe) 6 bal s8 
New Case register 7 se sa ae ea ae 21 @) ; Forre 
Appen- 
dix ‘B’, 
New andold cases 29 
No despatch re gister—Despatch by Post and local delivery book 80 
Note file ee. ae = 2h a9 56 a a 40 
Note on the slip index cs * ee ‘; i“ .. Appendix '«B* 
oO 
Objects and contents of a uote... is nh Mi - 44342 
Office copies, from letters and proceedings at 54 
Office copies and fair Copi¢s to b2 typed together When Possible 55 
Opening the tappal .. ve ~ 4 27 328 329 


Opening a fresh file for a separate subject arising out of a 
eurrent file ~-= one —_ me ae 47 


Inpex 
Q—- colt. 


Organisation of the Office— 
The Sarishtadar ws ere’ alge =e ee 
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' PARAGRAPH 


{1 
12. . 


Head of sections 
Outgoing returts .. 


Outgoing reminders... 


Passport applications 


‘oe. es 


iz: 
132 
126 


90 (v)} 


Pauper suits register Sa. shaie get? “ace is 


Pexiodicals ee vets ss 5a ey : 
Periodical register = . ais a vs 


Periodicals not given disposals nor indexed .. .. oe 


Personal papers 6 ve 2 oe 

Personal registers =... 7+) ee et i 
Place of the draft in the file a ee ea a 
Plague eSoespeaene een : 
Posting tist~Hearing card . ce Boat an ; 
Precautions against fire .. wi i ea 


Preliminary note... 
Premature disposals 


Proceedings—Form of Be eh Bs am 2: 
Punching of stamps Responayiy of elerks and heads of 
sectioDs 6 a ae he Se 
22 R 
Record issus register Bie we MEE és ree is ~ 
Referencing a -ae e« : s a ee 
Reference to authorities quoted “Fiagging 2. ee 
Reference to authorities quoted in the note. - ee ae 
Reference to Acts, Books, &tc. 
Registering -- oe ee a 
Replies to? Collector's siete “+ as “8 ee ee: 
Replies to reminders coe ws ee ey, 
Responsibipty of heads of. pace: ee es mess 


Revenue: “Business Return ee ex: eh «me “ 


26-A(13) Form — 
VILB, 
eae ee 


703; 88 (ii) 
27 (7); Forms 
XI] and XII 
Appendix 
‘7? : 
' Ft 
121. 


20(2); Farm I, | 
eee 


61 
32-A 
149 
142 

1 

66 

52 


144 


25 (1) 
34:35 
38 
45 
48 
30 7 
40 
60 
49 


136-A; APpen- 
dices F, 
G and H, 
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Ropeo number—Alpha system of filire .. Pee 


Rules as to prc2autions agains: fire—(A. Rules to be observed 
as precautions agaiust fire in public offices B. Rules to be 
observed on the outbreak of fire in public buildings) .. 


~§ 
Security Register ae oe ee ee oe a we 
Special arrangements when clerks are in camp on tout gh 
Specimen list of record files /, a at os ie oe 


Stamp accoynt ‘i “s Se i as is as 


Standard list of Index heads gy ae J we 
Statement showing eee of ad Biuives of Collectors 


ce ee ee oe oe ee 


Statement showing spate of Resend Bee of the 


disirict o oe os a ee 
Statement showing the ee of sevenue Busines of the 
Taluk Offifice .. ; 
Stock files .. ‘ ee - a8 Ms és - 
Style in notes and drafts ais ea He i 
sue of files & the Collector’s a use or “ean use of 
oX¢S - .. a ee o 
Submission of pence at headquarters Camp—“Tappal arrange- 
ment” a . we oe = 
Suits—(Indexing daa: titles) ay ae te ie od 
| T 
Telegram Economy .. “se we : o. - = 
The Office System General outline—Introductory Me 
Tidines and cleanliness of the office soe im oe ee 
Titles, examples of .. aa die “GR “ “ ses 
Titles and head dcfined .. ie as - si = 
_Titleproper .. ee oe _ _ 
Titles yo be written at ‘ican, cof draft sis os es be 
Titles prefixed to all drafts ic ee . 
(importance of prefixing title to all communications) a 
Tow or more title when necessary (cross reference) .. 
U 
Unauthorised registers sy ei as ais ‘x it a 
Unnecessary references and piecemeal references . ; a 
Urgent work onholidays .. ‘ oe is os oy 
Use of distribution number as feltrens number .. at Ms 
Use of heads and sub-heads.. es ‘es + se sc 


Use of ‘General’ as sub-head ee ae ee ais ss 


\ 


PARAGRAPH 


10 
Appendix 


25 (9) ; Form 


» APpen- 
dix "eB? 


33 
Appendix ‘D’, 
25 (6); Form V 
ApPendix ‘B’, 
Appendix ‘4, 


Appendix ‘PF’, 
ApPendex ‘G’, 


Appendix 47" 
i52 
62 (i) to (xi) 


146 


— 147 
122 


151 
14 
10 

SI 

114 

125 

150 

112 

113 

127 


15 

56 

6 

18 
117 5 118 

119 


INDBX 
Vv 

Valuable (Despatch) ae = = 
Vertical filing of records oo ~ 
WwW 


What papers need not be registered. 


When a draft may be put up together with the note 


Wording and articulation .. ee 
Work out of office hours and on holidays 


339 
PARAGRAPH, 
79 
102 


51 
43 
126 
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INDEX 
PART I. 
A: : 
Accounts (Departments)— 
Collector’s Office “ie 
Accounts (Public)— 


Records relating to Destruction gage ee 
Accounts (Village)— 


Arrangement, preservation and destruction of ° 


Acts— 
Files of —Maintenance 


See Bills ne ‘te Be ae 24 
Book Binding BAe Hey a 
Acts and Bills— 
See Bills is as = ae as 
B 


Board’s Proceedings (Printed)— 
Communication and Supply ee ee 


Board’s Standing Orders— 
Maintenance of—Up-to date 
Not removable. by officers on transfer 
See Collectors Standing orders 


Book Binding— . 

Periodical publications, Act, etc.—Binding 

“€ 

Cash-keeper— 

Collector’s Office—Duties pete, we sts 
Charge of Office— 

Assumption and delivery of 2 

When assumed on a Sunday owe ag 
Chronology— 

Years of Sixeras—Tables Se a a 


_ PARAGRAPH 


ie, Be. nee S53 


164,6 (vit) 


164, 37& 6& 
Appendix XI. 


164 (9) (2) 
note. 


162 
ote vs .. 164,9 (2) note 
uf »», «+ 165,1 note (3) 


1165, 2 


155,5 
ai s ee, Al 
ee oe es 169 


.. 172 & Appen- 
dix XXVII 


. INDEX 
C,~—cont, 


Collector’s Offico— 


Division into sections and establishment 

Condition of records in—Report to the Board of Revenue 
Collector’s Standing Orders-— 

Printing distribution and revision 
Communications, official — 

Channel of a 

See. Correspondence 

Despencing EP 

Military Authorities 

Post Cards. 

Postal charges 
Confidential Papers— 

How and any whom dealt with 


See custody ey 53 ate ee 
Despatching : : is ss 
Printing ae aa 


Correspondence (Officia)— = : ve 
Form, etiquate and arrangement of maatiee and style 


Custody— 
Confidential records—Transfer of 
Valuation in Collector’s Office 
Valuables in Taluk Offices 


Valuables in Divisional Offices 


See Cash chests 
Cash-Keeper ‘9 
Deputy Tahsildar’s Office 
Keys-Treasury 


re 
Deputy Tahsildar‘s Office . ue 

Rstablishments distribution of work did custody of valuables 
Despatching — 

Confidential papers a wi 2: 


Official communications, mace “of 
Disposal Number System— 
Records arrangements and destruction a 


’ 
",@68 =e 
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_ PARAGRAPH.’ | 


155, 130 9 
164, 8 and 9 


166 


. 158, 10 


163 


158, 1 to 9, 16, 
and 12 toi6 


163, 5 

155, 11 

157.5 Gi). 
and (iii). 

156, 2X ii) and 
’ (iii) 


. 157; 4 andS@i) 
and (iti) 


163, 23 
158, 9 


Gi). 
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D—cont. 
PARAGRAPH 
Divisional Officers (Revenue)— 
Periodical reports Submission—Duties of «° .. a2 se ” 168 
Records Inspection oes a - “<. & : 164 
Divisional Offices (Revenue)— 
156 


Bstaclishment oe ee oe ee. 
See Custody Watch and Ward .. <a 
E 


Exjta copies for Stock files— 


Taluk, Divisional and Collector’s Office’s 
See Government orders .. 2 «a 
Stock files .. Pe a oy 


Estates Land Act I of 1908— 


Records relating to destruction .. oe 


ee sf .- 163(39@ & 3 


- “3 ». 164, o (yp 080, 
Appx, XI. 


Excise Commissionér’s Proceedings (Printed)— 


Communication and Supply 


Forest Office (District) ee ge 


Gollas— 


Duati¢cs na ue 


.. 162, 2 (ii) 
oe es 155.2 


'F 


ve, 157, 7 


Government sense (Printed) Requisition for spate coPpiesof 166, 3 


Hot weather 


Office hours—-Change ae ai ei 


Imperial Bank of India— 
See Bank of India (Imperial) 


Improvements 


See Forest 


Lndiah States 
OfMeial Communioation with an 


as i .- 154, note l 


mr oy ae -- 158. 10 (Iv) 
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K | 
PARAGRAPH 

Karbams— 

Accepts to Taluk records forbidden .. ss a es 164, 4 

‘: 7 

Leave—(Compensation)— 

Fora holiday on which a Government servant is called on 

to attend office 109 hotes (2) 

and (3). 

Libraries (Official)— 

Maintenance rules s os <a ae ve 165 
Limitation— 

Appeal petitions to Collecjors or _ Divisional ome ony 

Board of Revenue es ‘i | 167 
M 

Military Authorities— z 

Direct communication by Collector with—Forbidden .. -. 158, 10 (iv) 

oO 

Office hours ee ee ee ; ee en ee ee p 154, 3 
Office’Order Book— 

Maintenance | aig ois és ole i a 154 
Office Procedure— 

Tottenham syst(m oe ee ge ae es 160 

See Confidential papers —Despatching—Tottenham System. 
Overpayments— 

Recovery of —From Government servants .. ~ wa 170, 5 

P 

Petitions (APPeal)— 

Stamping, ad mission, etc. ae a ws es .. | 167, 6 to 9 

See Limitation Petition (Transmission and report) : 

Petition (Disposal) Refunds 
Petition (Presentation) J Stamp duty. 
Petitions (Disposais)— | 


passing and transmitting—Orders  .. .. +. .2 167, 18 to 21 
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P—cont. 
PARAGRAPH . 
Petitions (Pres¢ntation)— 
Manner of and whom to addressed... ‘is a .. 167, 1 to 8. 
_ Addressed to the Board of Revenue... wee ee «167, 10 and 
; cs Apps. XIT. 
Addressed to Government (State) a se sf .. 167, 11 aud 
Addressed to Government of India. we wee «167, 12 & 13 
and Appx, 
XVI to XVOUT 
- See Limitation si oe =) Petitions (Revision). : 
Pctitions (Appeal) .. es ee (Transmissions) 
Petitions Disposal) .. - ad and Report). 
Petitions (Review) .. ‘ Refunds, 
J Sauup duty, 
- Petitions (Review) . | 
“ When admissiable be “ oat ee . 4470 
-See Limitation | Sis ~. ++ | Petitions (Transmission 
Petitions (Apveal) .. es a and Report). 
Petitions . (Disposal) bre - Refands. : 
Petitions (Presentation) Stamp duty. 
Petitions (Revision) — 
When admissible .. 3 Sie} .. 167, 7G) 
See Limitation —.. ne wel Petitions (Transmission 
z and Report). 
Petitions (Disposal) Refunds, © .{ Refunds. 
Petitions (Presentatioh) — P Stamp duty. 
Petitions (Transmission and Report— 
Procedure fEr transmission to -.. $4 4 iG 167, 14 to 17 
higher authority and_ reference - £ La Oa 
to Subordinate Officers for 
report. 
Postal Charges 
Official"communications .. +) eee ee ee 19, D405 
Post Cards— ty va 7 : 
Usein correspondence -. es eee eee 1 notes (2) 
’ tei ay = 
Printed Copies— 
Grant of ee ee o« =e oe ae os oo on 168 : 
Sée Board's Proceedings (Printed) . | 
Government Orders (Printed) 


IND&x 


4 
P—cony. 
ighching.— Patactnary 
Of stamps on papers 
R (il), 
gecord-Kcepor— 
Secand punching of Court-fee |. - 7 
kables on documents, - = , ® New 3 
Records (Arrangement) 1, 1 a, 4 
‘ita " mig” 
Ser Accounts ( Village ++ e Records (Inspection). 
Custody =. Sg is on 1 Records (Presorvatn 
Karmmams he 4 ég ae | ad Destruction). 


yecords {Preservation and Destruction) — etree , go 83, 98. 94,-27 
ae oe 164, 6. Tod 6 


pa one » Ving 
Disposal numbor-system-—Desteuction oe - 4 «, 6.0) 
aod Appz. % 
jaterial records—Destruction or .. 164, 6 Gp ant 
— APpz, X. 
d Act--Destruction - a gif « 164, 6 ir) oad 
Estates Land Ac im 
Revenue Inspectors. a Karam. APPR. 
aaah (Public) ss oe i _ Fottenham 
Accounts (Village) as - yetem 
Refunds— 
Value of oxcess stampa affixed te 4. ke 161, @ sn (B 
document, tc. G4}. 
Regisiers—- 
Special Prohibitive Order Book-- 
; ae Sate see gE 
Maintenancs 1 se os 6 


eporta eturms— ' 
. — : ae 'e oe an 7 we 14% 


Revenue Inépectors— 


7 . an aa be 1st {@ 
Work astigned to + an ae | 
wecords of Preservation amd = wee et Lot, 30) 
- degtractios. 
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Saljarics— 
Payment of—to public servants ea ac es -- 170, 1,3 ang 
Payment of—to Village Officers sé a oe -- 170, 4 $ 


Sce Overpayments 
Refunds 
Village Officers 


Shroffs-—- 
Duties and responsibilities - ce a 156, 6 4 
Special Fund (Department)— a 
Collector's Office... we ee ne wee 185, 3 





Stamp (Department)— fF 
Collector’s Office .. a os sca oe ee -- 1595,4 ue 
See Treasury Department he 


Stamp duty— 
Petitions, etc., to the Board of 
’ Revenue. . . 
Collectors and Revenue Divisjonal Officers oe we 167, 6 
See Refunds 
Search Fee x 
Stamps (Coutt-fee)— ee 
Checks against fraud in the use of... 8 =.,  -.. . 167,. 6 Note oO. 
See Punching - ee 
Record-Keeper 
Stock Files— . 
Boards’ Proceedings—Additional copies— a 
Supply for maintenance. ae 2 Me as + 162 2.(i) and hs 
Sub-Magistrates 8 aes oa 


Cash chests and property received fat. “Se. “ee cea eST, : 
in criminal cascs—Custody. "§ ® mv 


Taluk Office— a ea 
Establishment oe oe oo oe oe : ee ee 17 : : 2 ; - - 
See Custody +» +e Revenue Inspector. A ee 

Karnams ar > J Watch-and Ward. 
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T—com, 


‘Telegrams, Service-— 


Use and Classification of 
Titles--— 


Use of unauthorised—In official Aes is Bs 
corresPondence.—Forbidden, 
Tottenham System— \. - 


Applicability and working of Bs ih 
inStructions, | 


Records, arrangement and destruction 


Transliteration— 


Vernacular names of places, person 
and revenue forms, 
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159, 6 


158, 11 (vi) 


160 and Note. 


164, 2 and 6 (viii) 


158, 4, 5 and 6 


and Appx. V 
and VI. ° 
Treasury Department— | 
ee ea ee 155, 4 
Collector’s Office fa, te - | 
See Cash keeper 
Gollas Shroffs. 
roe . 
Village accounts— i 
See Accounts (village) set ee 
oT ae | .. ee 170, 4 
Salaries payment a ‘i ‘ | 
| W 
Watch and Ward— 5, ag 155.10 f 
Collector’s Office sy ey Bee 


pivisional office (Revenue) 6 
ae ete eee 








